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@ Our employees helped us halve our forms loa 


@ Does your organization really welcome new ideas? 
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Turn on today’s Smith-Cor 
Electric, and instantly you s 
one of its many features, | 
Signal Light gives immedi: 
and positive on-off indicat 


The special Keyboard Slq 
and slightly slanted keys gi 
unmatched typing comfort. 
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All the operating controls : 
grouped efficiently within ¢ 
keyboard area. Result: No wag 


motion, less chance for ett 
and faster, easier, better typi 
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You need error control 
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Exclusive Half Spacing—easit 
and simplest method of et 
control. It permits correct 
without time-consuming (i 
costly) total retyping of a pa 


Every Smith-Corona Elec”, 
feature is designed to bring} basic 
the finest possible typing-# But 
a speed faster than that of Died 
other typewriter in the wo! 
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Bisn’t often that anyone wants 600 
Soe pies of a 2,000-page report. 
correct But a client of Michael Baker, Jr., 
ming (id. Michael Baker, Jr., Inc., is one of 
aks € country’s largest consulting-engi- 
ering firms, and the voluminous re- 
=). pt at right, above, concerned a vital 
= Md extensive engineering project. 
Normally it would cost many thou- 
ds of dollars to set up and print the 
quired 600 copies of a report as 
na Ele methy as that. It would also involve 
© bring ™Siderable time. 
typing-# But each page of this report was 
— a bpied by xerography onto offset paper 

asters at amazingly low cost and time 

sumption. Then 600 copies were 
in off on an offset duplicator, and 
ch page was as beautifully crisp and 
‘ar as the original. 
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What’s xerography? 

That would have been a fair ques- 
tion only a few years ago when The 
Haloid Company first unveiled it. But 
today xerography is widely known— 
in industry, business, and government 
—as the world’s most versatile copying 
process. 

If you’ve installed it at your plant, 
you know that paperwork duplicating 
of all kinds is no longer a problem. 


e Xerography copies anything 
written, printed, typed, or drawn 
e Same, enlarged, or reduced 
size ¢ Copies onto all 
kinds of masters—pa- 
per, metal, spirit, 
translucent—for dupli- 
cating ¢ Copies line 
and halftone subjects. 


w 2,000-PAGE REPORT 


ae 

seautifully clear, multiple Copies of any report 
...@ach as sharp as the original 

10 pages or 2,000 ... fast and economically 


Whether, for example, it’s a simple 
report of a few pages and a few copies 
—like the one pictured at left, above 
—or a monumental report of thou- 
sands of pages, you can copy it onto 
masters quickly by xerography for run- 
off of multiple copies at low cost. 

It will pay you to investigate xerog- 
raphy’s advantages. 


THE HALOID COMPANY 
58-247X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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Man at work... 
) PROD 
: ‘ , , J 
in surroundings conducive to sound executive Mace : lowler 
— ‘ ; i : ASSIS 
decisions. In a setting both functional and “‘easy to sll eee y 
live in”, a man can do his best work. You have one-stop source ART 
eS men whose ability and performance are valued most EXECUTIVE OFFICE FURNITURE . 
: hog : ‘ - . 
i "% highly. Give these men Macey-Fowler offices and in both wood and steel nn 
ei insure their satishied continued service. Desk Chairs ; 
=~ Whether your requirements call for a single well Tables ( 
ee a ; ; ; one . ' 
cf sear organized work desk, or a complete executive suite, Filing Cabinets Bg 
ae you'll find the quality and service of Macey-Fowler and accessories such as 
ies va ne tile i i 
os ate well worth while. Lamps - Draperies - Pictures 
ae Desk Sets — Lighting Fixtures 
tert Floor Coverings , 
; ) 
M qcey: 10 wl er } 
Write for copy | 
305 East 63rd Street, New York 21 of our new brochure 
TEmpleton 8-5900 F “The HIDDEN ASSET MEM 
in your annual report’ 
4 For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 OFFICE MANAGEME! 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: be 

How to schedule work loads for a “floating force” 23 
by Ralph Fairbanks and Jerome Hoffman 

“Office of the Year” Award winners 1957 26 

Basic steps in programming a computer for a single 
operation 28 
by Ben Conway 

Our employees helped us halve our forms load 30 
by John P. Boxshus 

Decor expresses organization personality in savings 
institution 32 
by Frederick Vogel 

How streamlining our order processing helped all our 
paperwork operations 35 
by Matthew R. Parisi 


Automation in the office 39 


Tools of the office series 
This month: Numbering machines. time re- 


corders and stamps. and check devices 45 
Does your organization really weleome new ideas? 68 
by G. R. Bell 


Our third Yearbook issue (Editorial) 92 


or vem 


‘THE SPIRIT of friendliness, ex- 
tending from an organization to 
its customers, can be conveyed in 
a number of ways. One of the 
newest—and_ best—forms of ex- 
pression is inclusion of “little 
personal touches” built into the 


firm’s offices. How this spirit was 


achieved by a New Jersey savings 
institution is discussed in the ar- 


ticle beginning on page 32. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and fs 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright | 
1957 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ rotification of any change of your address. Re-entered as second 
pws yg? aa 29, 1953, at the Post e at New York, N. Y., under Act of 

rch 3, 1879. 
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7 Propuction ¥ 
PURCHASING 


TAB CARD 
“a MASTER DECK 


PAYROLL STOCK 
Besiesairciok eee CONTROL 
PERSONNEL —_—— 


CcOsT 


7 ADDRESSING © 
PLATES 


CUSTOMER 
PLANT & 


EQUIPMENT 


Engineered by 
DIEBOLD 
Styled by Raymond 
Loewy Associates 


in the 

world’s 
NEWEST 
MECHANIZED 
ROTARY FILES 


N-577-DI 


For automating the handling of active records 
... investigate the unprecedented posting and 
referring advantages introduced by the new 
Diebold mechanized Rotary Files. They accom- 


Records revolve in upright modate existing records on any grade of card 
= op — shorter or paper stock . . . eliminate punching and tran- 


scribing ... save up to 50% in time and space 
costs. There are 26 models of Diebold Mechan- 
ized Files for meeting all requirements in record 
sizes, volume and activity. Note how extra knee 
room is provided by swept-back design. Write 
today for descriptive literature on the world’s 
newest and finest mechanized Rotary Files. 
DIEBOLD, INC., CANTON, OHIO. 


Use present records. No 
punching. No guiding area lost i E —j}< 
to clear retaining devices. 


Touch-Bar 


2 Diebold, Inc. * Dept. OE- 13! 


5 . 5 : * Canton, Ohio 
Dial-A-File Please send complete details about your new — 
Rotary Files for our mei 


__records. 

Firm__ pte encniiaagtnnisalalnindasitdaa capita 

Individual . ae 

Optional 2-way controls speed Street_ —_—— 
records into working position. a 


1958 seen as turning point 
for use of electronics 


This year will mark the beginning | 


of electronics as a major factor in in. 
dustrial output, an electronics manu. 
facturing official stated recently. 

The official, Thomas Roy Jones, 
president of Daystrom, Inc., said that 
for the first time “industry will have 
available complete electronic systems 
for the instrumentation and control of 
industrial processes,” and that manv- 
facturers are now in a position to offer 
equipment which will provide the de. 
gree of reliability long sought by in. 
dustry. 

Mr. Jones noted that there have been 


numerous installations of computer 
equipment for data logging or general | 


business use, and that currently indus | 


try accounts for 18 per cent of elec- 
tronic equipment sales. “We have not 
even scratched the surface of the po 
tential,” he added. “The adoption of 
systems by industry will make it pos 
sible to run entire plants at optimum 
conditions without human _ supervi- 
sion.” 

“The most immediate prospects for 
this lie in the chemical, petrochemical, 
power and other process industries. 
The possibilities for increasing out 
put and quality while eliminating 
waste will make such systems more 
than economical, without reducing 
manpower,” he said. 

Eventually, Mr. Jones continued, 
electronic control systems will be 2 
necessity for many industries. 


Surveys reveal increase 
in clerical benefits 
Results of two surveys conducted 
recently by the Office Executives Asso- 
ciation of New York, Inc., reveal that 


the average clerical salary in that city 
has increased six per cent more than 
the factory worker’s within the past 
ten years, and that New York’s clerical 
force enfoys more benefits than work: 
ers in most other American cities. 
Between 1947 and 1957, one survey 
discloses, the increase in the white col- 


lar worker’s average paycheck zoomed J 


to a hefty 71 per cent, while the factory 
worker's average wage rose by 65 pet 
cent. These totals represent straight 


time pay only. The clerical paycheck 
is fattened further by a marked de 
crease in the standard work week. In 
1947, only 39 per cent of companies 
surveyed had a scheduled work week 
of less than 36 hours; today, almos 
59 per cent work 35 hours or les 
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, gFriden Cree 
 —— : : — tt a 
A New Wo 


3 For Busing 
The challenge of 
Friden /ape-Talk is big 


* * . 
! as your imagination 
‘ 
If you can imagine an Automatic automation you wish to achieve, 
Office, Friden can deliver it now! Friden Tape-Talk machines will (1) 
That’s the authentic, down-to- Eliminate need for manual move- 
earth miracle Friden builds into | ments and operator decisions; (2) 
machines that write, read and cal- Increase work volume output with- j 
culate with punched paper tape! out increasing payroll costs or over- ! 
‘ To benefit by this miracle, your time; (3) End primary and com- 
mind must open to radical change pounded errors normally occurring 
—from familiar, standard methods in data recopying. 
of handling paperwork to auto- Call your nearby Friden Man or 
matic systemizing by Tape-Talk. write Friden, Inc., San Leandro, 
Friden promises this: In exact California...sales, instruction, serv- 
proportion to the degree of office ice throughout U.S. and the world. 
© Friden, Inc. 
. 
Blas 
Ke 
por”: Odd-Pumch” Compu-Punch > Qutomattio In put - 
2, Automatic tape : Automatic code tape : Automatic calculator-tape : Output Wachinge 
billing department in one desk : adding-listing machine : punch combination : 


PERO e meee meee eee ewer ewes eee eee esses eeeeee® 


Automatic tape 
reader-selector-sorter 


eae 


. 
FO OR eee eee meee eee eee eee eee eee EEE EE EES 


Automatic tape : 
transmitter-receiver : 


OOO e ee ee meee HEE EEE EEE HEHEHE EEE EEE EEHEE HEHEHE EEEEES 


® : Glexownitin ® : Friden fully automatic : 
: Friden 
: Calculator— Natural W. 
The Thinking Machine of adding Macht, 
American Business — 


Automatic justifying : Automatic tape 
type-composing machine > writing-accounting machine 
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Studies show valuable selling time lost 
with old-fashioned order forms. You 
can gain back this time by using 
Baltimore’s Blue Ink Standard Handy- 
set Forms. One writing gives up to six 
clean copies, suitably marked for bill- 
ing, invoicing, posting, etc. Pre-inter- 
leaved one-time carbons snap out 
quickly and easily . . . end fumbling 
and mess. 

Completely Reproducible 

on Thermo-Fax® Machines 
Special inks and carbons . . . standard 
on these forms at no extra cost... 
make every page of BIS Handysets 
completely reproducible on the popu- 


lar Thermo-Fax Copying Machine. No 
premium price, no special runs. BIS 
Handysets are lower in price, with up 
to 50% faster delivery to you. 

Free Samples and 

Recommendations 
This form may answer your problems, 
or another form from Baltimore’s 
complete line may save you time and 
money. For capable and experienced 
systems planning, call your Baltimore 
Business Forms representative listed 
in the yellow pages under Sales Books 
or Business Forms. Or, write to: THE 
BALTIMORE BusiNEss Forms Co., 3134 
Frederick Avenue, Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


CONTINUOUS 
| FORMS 


. 
HANDYSET ONE-TIME 
CARBON FORMS 


COUNTER REGISTERS 


AND FORMS 


8 For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 


each week. No more than nine per 
cent work a 4o-hour week, as compared 
with 46 per cent ten years ago. Also, 
46 per cent of these companies noy 
pay overtime for work in excess of 
basic weekly hours, whereas in 19 
only 22 per cent of companies paid 
overtime rates for work over 35 hour 

This increase, the survey indicate, 
has resulted from a severe shortage of 
office workers during the past te 
years, and not, necessarily, that todays 


office worker is more skilled than his 
1947 counterpart. 

In comparing surveys conducted in| 
New York during 1957 with similar 
data from other cities, OEA has found 
that most clerical posts in New York 
command a higher weekly pay average| 
for shorter hours. 

While the five-day work week is 
common for most businesses in the 
nation, only New York has the ma 
jority of its companies using the 35 
hour week. In fact, the survey cob 
tinues, only four other cities—Boston, 
Houston, Newark and Philadelphia— 
show majorities under the 40-hour 
limit. 

Nationally, most companies provide 
a minimum of six paid holidays : 
year. Only New York and_ Boston 
show a majority of their companies 
offering a minimum of ten paid _holi 
days. In order to qualify for a one 
week vacation, only six months’ ser‘ 
ice is required in more than 72 per 
cent of New York’s companies. Four 
per cent use six months’ service a 
qualification for the normal two-week! 
vacation. 

Despite the fact that 75 per cent of 
New York’s offices are air conditioned, 
the survey indicates, many worker 
receive additional time off in the Sum 
mer, when hot and humid weather 
closes offices, air conditioned or not 
Concerning salaries, such companies a 
manufacturers of petroleum products 
and public utilities pay the most, io 


many cases well above the average for 
specific jobs. 


Southern California Busines 
Show set for this month 
The Eleventh Annual Southern Cali 
fornia Business Show, sponsored by 
the Los Angeles Chapter of the Ne 
tional Association of Accountants, wil 


be held February 25-28 at the Amba 


sador Hotel, New Convention Centet. 
in Los Angeles. 
On display will be business machine 


| and office equipment from more tha 
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‘st Short cuts with Recordak Microtiiming : 
Nowe : . ° agi bee ; ° 
ss if: Latest reports on how this low-cost photographic process is simplifying routines . 
1947": for more than 100 different types of business . . . thousands of concerns ; 
paid . . 
hours. ef eee 
icates, 
ge of 
it ten 
oday's 
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red in| 
imilar 
found 
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verage | 
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e ma 
he 35 
y con. : 
Soston, TAKES CHRISTMAS RUSH IN STRIDE CLEARS TITLES FASTER 
phia— SCHENECTADY, N.Y. LOS ANGELES, CALIF. 
o-hour} You would expect the Billing Department at Wallace’s to still In booming Los Angeles more than 4,500 multi-page docu- 
reflect the frenzy of the Christmas rush. But with Recordak ments are recorded daily in the County Recorder's Office—the 
rovide § Microfilming they got the bills out on schedule same as every busiest such office in the world. 
-™ month—without extra help or overtime. But Land Title Insurance Company, through the use of 
ihe Photographing the customer's sales checks, and sending them Recordak Microfilming in the courthouse, easily keeps abreast 
Boston f out with the bill, ends need to list and describe each purchase. of it all, has a completely accurate record of all deeds, liens, 
panies} Only the sales check totals and credits are posted on bill. As a and other real property instruments the very same day. Five 
1 hol} ‘sult, each billing clerk can handle 4 times as many accounts. employees, each operating a Recordak Microfilmer for 3!» 
. on Other advantages: Customer questions are answered in advance hours, do the work of 50 full-time abstract clerks using type- 
: by sending original sales checks out with bill. And fire insurance writers— never make a mistake or omission. No question about 
» Serv} rates on accounts receivable insurance are reduced by vault- signatures, eith or. This microfilming short cut, coupled with the 
72 per} storing Recordak Microfilms. use of electronic business machines, lets Land Title give its 
Four . customers faster, more efficient. service. 
‘Ice as HOW YOU CAN 
o-weel | PROFIT, TOO 
Chances are Recordak 
-ent of Microfilming is now 
tional simplifying routines just 
7 like yours. Write today 
vorkers for free booklet giving 
> Sum over-all picture and de- 
veather tailson Recordak Micro- 
yr Not. filmers, priced as low as 
: $550. No obligation 
nies as whatsoever! **Recordak”’ is a irademark 
roducts Price quoted subject to change without notice 
‘ost, i 
Da enemial 
age fe SRECORDERK 
rail - (Subsidiary of Eastman Kodak Company) 
: I. 4 originator of modern microfilmiag— 
ines bag 
th SPEEDS THEIR SNAPSHOTS BACK now in its 30th yser 
‘ i OMAHA, NEB. 22002 eee © © «© MAIL COUPON TODAY: --: > . 
ine Ce Snapping pictures of ‘‘snapshot envelopes” with a Recordak RECORD AR CORPORA TOON “Ny ; 
red b)§ Junior Microfilmer lets Bri-Tone Division of Calindra Camera | {415 Madison Avenue, New York 17,N.Y. = F2 ™ 
he Ne § Company speed deliveries to some 2,000 “pickup” stations. And . Please send free copy of “Short Cuts that Save Millions. . 
ts, wil teuts costs drastically- four times as many billing clerks wovld ae Positi ; 
he bas be needed if the data on envelopes were transcribed manually ~ Nu eee ° 
= for office record. : Company : 
Cente} Completely accurate film records—which can be reviewed _ ; 
immediately ina Recordak Film Reader — also make it easier for = en ; 
achines Bri-Tone to answer questions about any shipment or to trace the ae. ee eee State . 
re than oreasional mistirected envelope of snapshots. ; eeeeereeereeeee eee ee eee eeeeeeeeeeeeeeee ; 
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writes 6 months without refilling 


This handsome RECORDER* ball point desk set gives 
truly dependable service—superb writing quality. 

Writes instantly—at a paper’s touch. Once it starts writ- 
ing it doesn’t stop—writes for a full six months in 
normal use without requiring a refill. Steady, sure 
service, too—no ink “flooding” or “starving.” The strik- 
ingly modern Esterbrook RECORDER comes with red, 
blue or black ink... fine or medium point. Available 
in black or your choice of high fashion colors. Only 
$2.95 at list for complete set in black—$3.95 for colors 
and black chrome-banded de luxe model. In office or 


home it decorates any desk. 


(| WORDATHON by TY eee 


New WORDATHON* Refill Cartridge writes up to five 


times longer than ordinary ball point refills, gives a 


full six months’ service—only 69¢. *Trade Mark 


®& 
RECORDER 2: 22%, sterbook 
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50 companies. Included in this mul 
million dollar display will be a nup 
ber of electronic computers and jp 
tegrated data processing units. 

This year’s show is under the ge: 
eral chairmanship of John B. Farr 
of Price Waterhouse & Co., and pr 
sentation of an award to the outstan( 
ing small business in the Souther 
California area, with sales of less tha 
$10 million during 1957, will } 
among the show’s highlights. 

Address of the chapter is 731 § 
Spring St., Los Angeles 14. 


In Short— 


Manufacturer offers financing plan w 
purchasers of steel buildings 

A plan which will enable purcha: 
ers of steel buildings to budget pa 
ments and conserve operating capiti 
has been announced by a leading man. 
ufacturer of standardized steel struc 
tures. The firm, The Steelcraft Mfg 
Co., Cincinnati, Ohio, said financing 
under the plan is available to cover 
any Steelcraft building, including the 


complete structure, freight charges, 
and foundation and erection costs 
When financing an erected building, 
the firm continues, a minimum 25 per 
cent down payment is required; when 
only the building is financed, the min- 
imum down payment is 15 per cent 
Payments may be made over periods 
of 12, 24, 36, 48 or 60 months and 
remitted either monthly or quarterly. 
Credit life insurance to cover the un 
paid balance being financed is avail 
able at a small additional charge. 


Six-eight per cent rise in office equip 
ment sales predicted for 1958 
Office equipment manufacturers 
may look toward a six to eight per 
cent increase over 1957 in 
their products during this year, tt 
ports a recent “Report on Business,’ 
published by Prentice-Hall, Inc. Since 
this total dollar increase, however, it- 
cludes a big upturn in expensive com 
puter equipment—which could show 
a 15 to 20 per cent increase—the sales 
of many standard lines will actually 
fall, the report states. More unskilled 
and semi-skilled clerical help will b 
available for the next six to eight! 
months, easing the shortage which ha 
provided a big impetus to equipmetl 
sales. And despite the cost-cutting at 
vantages of most office machines, the 
report continues, many firms will ct 


sales of 
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whitest 
papers... 


» brightest colors « 


Nekoosa Papers now have the whitest 
white... and the brightest colors. The 
built-in quality that has made Nekoosa a 
leader in the industry continues to 
assure top press performance and 
customer-pleasing appearance. 


¥ 83 
a 


SZ 


Nekoosa Bond ° Hemeosc Ledger * Nekoosa Duplicator « Nekoosa Mimeo  /Mekousa Manitola © Nekoora Offset 
Nekoosa Opaque « NeknosdCopy-fox « e Nekoosa Master-Lucent « ARDOR Register Bond and companion ARDOR Papers 
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a simple 
__ multiplying . 
10-key 
listing 
machine 


Add up the features: You'll know why 
there’s greater speed and accuracy—lower- 
cost operation—with Comptometer Comp- 
tograph 220M.” It’s the world’s finest all- 
electric 10-key listing machine. Prove it on 
your own work. FREE. Mail Coupon today. 


¢ oOmptometer € orporation af, euaean 


* New Comptometer Custom- 
atic —World’s fastest way to 
» figure Pee now faster than 
ever. 7 it FREE on your 
own work, See for yourself. 


Aine Apennercennect 


i2 


For More Information From Advertisers Use Readers 


om jptometer 
Omptograp h 


“220m 


new features 
make figuring easier... 


NEW Multiplication Key—electric short cut 
multiplication . . . even prints both factors 
and answer on two easy-to-read lines. 


NEW High Speed — 220 cycles per minute. 
Over 30% faster than most other 10-key list- 
ing machines. 


NEW Dual-Purpose Lever—converts from 
multiplying to straight adding. 11-digit list- 
ing —13 totaling capacity. 


NEW Color—smart ‘Autumn Tan.” Easy on 
the eyes—blends with modern office decor. 


NEW Variable Space Control 
single or double spacing. 


—adjusts for 


NEW More Flexible Keyboard —accepts ne 
figures faster. 


Pius these wanted features — Exclusive Auto- 
matic Visi-Balance Window —Single Cycle 
Keys—Portability—Two Color Printing—Quiet 
Rotary Action—Streamlined Styling —Con- 
cealed Paper Roll. 


COMPTOGRAPH 
“220M” 


figures fasten than you think 


re A 


BETTER PROOUCTS 


Comotometer Corporation 

1742 N. Paulina St., pomnemea™ 22, Hl. 
In Canada: Canad Ltd. 
705 Yonge Street, Ae 5, Ontario 
CD Arrange free office trial for me on: 
(CD Send me literature on: 

(0 Comptometer Comptograph “220M” 
( Comptometer Customatic 

(-) Comptometer Commander 


Name 


Comptometer Commander — 
insures accuracy in dicta- 
tion. Lifetime Magnetic beit 
saves far more than machine 
costs. See for yourself. 


Firm 
Address 
City. 


Zone....State. 
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drastically any type of new cash out 
lays. Finally, the bulk of standard 
equipment sales is for replacement, 
which can be postponed. The report 
adds: “So, look for an actual year-to- 
year drop in unit sales of adding and 
calculating machines, typewriters, and 
low priced bookkeeping —_ machines, 
Some of the newer . . . copying and 
duplicating equipment will show bet- 
ter than average increases.” Profits of 
large firms will increase—but will be 
down slightly for the industry as a 
whole. Margins will be cut for all 
but three or four of the top firms due 
to continued vast outlays for research 
and development, the report concludes, 


Course in EDP installation scheduled 
this month in Chicago 

A detailed technical course, I[nstal- 
ling an Electronic Data Processing 
System (Course 20), will be held from 
February 17 through 21 at the Shera- 
ton-Blackstone Hoie! in Chicago. To 
be presented by Canning, Sisson, and 
EDP consulting firm, the 
course will cover the high-cost instal 
lation period for EDP—that is, after 
the planning has been completed and 
the equipment has been ordered, and 
ending when the system begins its 
day-to-day operations. Registration fee 
is $250 per person. Additional in- 
formation may be obtained by contact- 
ing Miss Margaret Milligan, in care 
of the firm, 1140 S. Robertson Blvd. 
Los Angeles 35. 


Associates, 


Funds for growth financing available 
to “well-managed” firms in 1958 


Despite recent emphasis on “tight 
money,” well-managed growth com- 
panies should be able to borrow just 
about all the cash they will need in 
1958, according to James Talcott, pres- 
ident of James Talcott, Inc., 104-year- 
old factoring and commercial finance 
firm. “The calibre and character of 
management will be increasingly im- 
portant factors in determining who 
will qualify for loans in 1958,” he 
said. “In a rising economic tide, even 
indifferently-managed firms may be 
reasonably sound risks [but] _ there 
should be plenty of cash available for 
the well-managed companies.” Factors 
largely responsible for the anticipated 
increase in demand for business loans, 
Mr. Talcott said, are four-fold: Grow- 
ing awareness of how commercial fin- 
ancing can aid companies of all sizes; 
increasing referral and loan participa- 
tion involving banks; continuing em- 
ergence of new companies and new in- 
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Leave it to a woman to quickly note and 
appreciate work-saving efficiency. But it’s the 
man behind the new Shaw-Walker Work- 
Organized Desk who profits. He gets away from 
the office earlier and is less tired. 

Ingenious Work-Organizing drawers provide 
space for letter trays, paper folio, card files, 
binders and other items that clutter the top of 


New Work-Organized Desk (a beauty, too) is 
really amazing help in getting day's work done 


POOR O OEE E HEHEHE EEE E EEE E EEE EE SESE ESET EEE EEESEEEEEEEEE EEE EESEEEEEEEE SESE EESES SEES EEEEEESEEEED 


shat 


His wife knows why he gets home on time now! 


ordinary desks. And imagine 
this! There’s even drawer space 
for your telephone and waste- 
paper. Really ingenious! 

With the desk top clear and 
everything efficiently organized 
in the drawers you just can’t help but do more, 
easier. An office equipped with Work-Organized 
Desks is a far more efficient operation. 

The 292-page Shaw-Walker “‘Office Guide” 
pictures, describes and prices 86 models of 
color-styled Work-Organized Desks and 5,000 
other items. Ask our local branch store or 
dealer or write Muskegon 87, Michigan. 


“* As efficient as my streamlined kitchen,” his wife said a - 


Largest Exclusive Makers of Office Equipment 
Muskegon 87, Mich. Representatives Everywhere 
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dustries; and increased use of the spe- 
cialized counsel available from finan- 
cial organizations. 


Bell & Howell purchases Inserting and 
Mailing Machine Co. 


Purchase for an undisclosed sum of 
the assets of the Inserting and Mailing 
Machine Co. of Phillipsburg, N. J., 
by Bell & Howell Co., Chicago, has 
been announced. Charles H. Percy, 
Bell & Howell’s president, said the ac- 
quisition will further his company’s 
program of diversification into fields 
related to the production cf motion 
picture and slide projectors and micro- 


film and microfilm equipment. The 
New Jersey company, manufacturers 
since 1932 of inserting and mailing 
machines, will be operated as a subsid- 
iary under the name, Bell & Howell 
Phillipsburg Co. 


Apeeo marketing special tax papers, 
will lease photocopy equipment 
Specially-tinted photocopy _ papers, 
designed to match the blue, yellow and 
pink forms used in particular Federal 
income tax situations, are now being 
marketed by the American Photocopy 
Equipment Co., Chicago. By photo- 
copying the completed tax return, the 


Huon 


hands in the office _ 
...Saves time, money _ 
endenee m 


(/G vpselle 


PULLOUT 


oO 


Pre-aligned carbons and second sheets 


for typewritten copies. 


iiss typing and ine late? This commen ollie: MisahinesllSaill v 
effectively broken with HURON COPYSETTE. Typing preparation time _ 
is cut to the very core by eliminating outmoded counting and aligning _ 
opaiations . . . unproductive lime the steneguapher con Sites 


actual typing. 


Efficiency is only one of the big plus features. Copies are sharp 


Wo invite you tebond for feb samples J 
for yourself how like “an extra pair of hands” 
HURON COPYSETTE really is! ; 


a 


‘ 


MAIL TO PORT HURON SULPHITE & PAPER CO.; 
PORT HURON, MICHIGAN 


Gentlemen, Please send, without obligation, free 


OM-1 


samples of HURON COPYSETTE. 


- NAME wes 
Dp nt COMPANY oon 

‘ao wa STREET__ = =. 
C iad city ZONE __—s STATE. 


PORT HURON SULPHITE & PAPER CO.port HURON, MICHIGAN 
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firm reports, users are saved the job ot 
manually copying a completed return 
for their personal records. The photo. 
copied form can be used either as the 
original for the government or as the 
file copy. It meets all government re. 
quirements with respect to paper color. 
Previously, the Internal Revenue Sery- 
ice had approved photocopies made 
by the Apeco method. Price of the 
Ulicd papers is the same as that of 
standard white paper. In other news, 
Apeco has announced a_ new leas 
ing plan for its photocopy equipment. 
Under the plan, Apeco will rent stand- 
ard equipment for a base period of 
36 months at a “nominal” monthly 
rate. Customers still will be able to 
purchase the equipment outright, the 
firm relates. Terms of the lease con- 
tract provide for the rental of standard 
Apeco equipment and accessories only, 
and not paper and concentrate sup- 
plies. 


Industrial decorating, product design 
rervice firm founded 


The Design Art Corp., 2905 Ver- 
non PI., Cincinnati, and 60 E. 56th St., 
New York, has been established to 
offer decorating and product design 
services to industry. The firm also 
handles such projects as exterior build- 
ing art, graphics and interior decorat- 
ing, with particular emphasis placed 
on industrial plants and office build- 
ings. 


People in the News 


William ]. Mahoney has been ap- 
pointed methods engineering manager 
at Cummins-Chicago Corp. 

Paul H. Elicker has been elected 
vice president for finance at Smith- 
Corona, Inc., Syracuse, N. Y. 

H. O. Taulbee has been appointed 
personnel manager for Clary Corp. 
San Gabriel, Calif. 

John W. Luke has been appointed 
assistant manager of marketing for the 
Military Products Division, Interna- 
tional Business Machines Corp., New 
York; Dean R. McKay has been ap- 
pointed the corporation’s director of 
communications, and Douglas N. 
Jones has replaced Mr. McKay as di- 
rector of personnel for the Data Pro- 
cessing Division. 

George B. Heath has been elected 


assistant treasurer and_ controller of 
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a year...returns 102% annually on our investment.” 


— PITTSBURGH PLATE GLASS COMPANY, Pittsburgh 


"We have invested $195,098 in National 
Accounting Machines. Their many automatic 
features, their ability to produce several 
accounting records simultaneously, and their 
flexibility which permits shifting them quickly 
from one job to another—all these enabled 
Us to improve our accounting procedures, 
resulting in estimated savings of $200,000 
a year which recovers our investment every 
12 months. 

“In addition to payroll writing, these 


Nationals are used for cost distribution, bond 
purchases, government reports, security ben- 
efit plan, general ledger, cost ledger, sales 
analysis, age analysis, work orders, produc- 
tion controland scheduling, inventory control, 
accounts receivable, and accounts payable. 

“We are impressed with the ease and sim- 
plicity with which the equipment operates.” 


Jf bbhanna 


Controller, Pittsburgh Plate Glass Company 


THE NATIONAL CASH REGISTER COMPANY, varton 9, on10 


989 OFFICES IN 94 COUNTRIES 


FEBRUARY 1958 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 


el 


In your business, too, National 
machines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be hap- 

pier. (See phone book, “x te 
yellow pages.) 


* TRADE MARK REG. U. S. PAT. OFF. 
Swtional 
ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 


wer Paper (No Carson RequireD) 
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Then along came 


layout of standard Invincible Modernettes to 
turn the space into a center of happy efficiency. 
To each her own desk, work area, and a feeling 
of individuality. 

For any space or personnel requirement — in 
general, executive or professional office — the 
Invincible Man can quickly plan astonishing 
new beauty and convenience, with a choice from 
Invincible’s truly complete line. 


NVINCIBLE 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 


Send coupon today 
for colorful Invincible 


Survey Form from 
the Invincible Man's 
Planning Kit. 


IN CANADA: A. R. Davey Co., Ltd., 
1162 Caledonia Road, Toronto 10 


INVINCIBLE 
METAL FURNITURE COMPANY 
Dept, G-2, Manitowoc, Wisconsin 


Without cost ur obligation please send Invincible 
brochure and Planning Kit Survey Form. 


brochure and sample ’ me Mene-............. 


“I've grown disgusted 
with your face” 


... a sentiment smouldering 
ever since the old double desk was 
acquired. Once a space-saver, 
now an antique depriving 
potentially valuable girls of 
privacy for work and 
productive thought. 


the Invincible Man 


with the office plan 


... Just in time! With a “customized” modular KH vor really wearing shining 
armor, the Invincible Man 
is nevertheless a doer of 
great deeds. Call on him 
for periodic office planning 
check ups. 


Business-engineered 
for better 
business living 


be emiak NG... idintsvtescones 
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the Maine Fidelity Life Insurance Co, 
Portland. 

Raymond R. Stephens has been ap 
pointed employment manager of Fley. 
ible Tubing Corp., Guilford, Conn. 

Walter W. Finke, president of the 
Datamatic Division of Minneapolis 
Honeywell Regulator Co., Newtor 
Highlands, Mass., has been elected , 
vice president of the corporation. 


Edgar B. Jessup vetired on Decem. 
ber 31 as president and general mana. 
ger of Marchant Calculators, Inc, 
Oakland, Calif. He has been appoint. 
ed chairman of the board and will ac: 
also in an advisory capacity. 


Dadour Dadourian has been elected | 
president of Royal Metal Mfg. Co. | 


New York. 

William Balderston has retired as 
chairman of the board of Philco Corp. 
Philadelphia, after 26 years of service 
with the company. 


Books and Pamphlets 


OFFICE SALARIES: A GUIDE TO 
1958 SALARY RATES, a survey con- 
ducted by the National Office Manage- 
ment Association, Willow Grove, Pa 
36 pages. $25. 

This survey of office salaries, based 
upon rates in effect September 1, 1957. 


—— — 


is a comprehensive study of salary pol: — 


icies affecting some 24 job classifica. | 


tions, from accounting clerk (senior | 


bookkeeper) to sales order clerk, con- 
sidered the most common for all types 
and sizes of companies. Intormation 
from 6058 companies in 104 cities in 
the United States, and 649 companies 
in 12 Canadian cities, is reported. The 
data covers 484,987 office clerical em- 
ployees in both countries. For the 
United States, the total clerical em- 
ployees reported represents 37 per cent 
of all clerical employees in the part- 
cipating companies. Survey data in 
cludes, for each job, employee-weight- 
ed average of weekly salaries paid, the 
number of employees tabulated and 
the number of companies reporting. 
and the three quartile rates: First. 
Third and the Median. National and 
area average rates for the years 1956 
1957 are presented, as are “non-salary’ 
data, involving practices, policies and 
supplementary benefits accruing to of 
fice employees. Corollary information 
covers statistical data on the work 
week, overtime policies, paid holidays. 
unionization and paid vacations. The 


OFFICE MANAGEMENT 
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ra clectrie-typewntter-uring execs! Ti 


E TO ‘ 
hess You've bought your machines for best-of-all performance. For cxecu-tively beauti- eg 
anage- . “ a” : 7 : ete ; y : a ; ; : : a 
 * ful. “prestige” typing. Yet it takes only a small percentage of your substantial in- 
ia vesitment to give you big returns. The ribbon. Old Town’s Carbon Paper Ribbon. 
based - , > , 

Fest and prove to yourself that Old Town Carbon Paper Ribbons are best by far for 
1957, ; ier enaag™ ; awe ' 
y pol: | your electric typewriters. The test will cost you nothing! 

ssifica- | ' sleet + awe os ee ‘ , 
ware’ _ Here's Beauty-Write: ALL-QUALITY CARBON COATING. Application of Old Town's unbelievably uni- 

. . ° 43 
: pe form ink film, electronically controlled. \t 
| types an , —_ - ——— — 
tk Here's Wear: HIGH-TENSILE-STRENGTH THIN PAPER. PRECISION-CUT RIBBON EDGES. PRECIS- 
ties in | ION RIBBON WINDING. TO ELIMINATE TEARING. Vital Factors. Old Town “superiors.” Ribbon wind- 
panies ing is hair-breadth-accurate. These are “must” features for electric typewriter ribbons wound to 4-inch dia- 

1. The meter. Every inch of this long ribbon must pass through the machine. 

al em- 

yr the Here's Easy “Put-On": (The reason your secretary likes Old Town Ribbons!) FUCHSIA-COLORED 

1 em- PLASTIC “LEADER™ (17 inehes long!) KEEPS GIRLS’ HANDS CLEAN while putting the ribbon on the 

‘r cent} machine. ry 
parti- e 

ta in Here's your SAMPLE RIBBON. ABSOLUTELY FREE. Write us for it on your letterhead or use the coupon. 

veight- ati 
id, the 

d and Re ee ee 

orting, OLD TOWN CORPORATION | OLD TOWN CORPORATION | . 
— Established 1917 | 750 Pacific Street, Brooklyn 38, N. Y. | ay 
al and 750 Pacific Street, Brooklyn 38, N. Y. Send us an Old Town Carbon Paper Ribbon free. We'll | | a 

; 1956- ; na : try it-—-at no obligation for superior performance on our | : 
aed World's Foremost Makers of Carbons, Ribbons, | electric typewriters! 
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of a publication is especially important 
in the BIG OFFICE MARKET because 
Management executives concerned with 
office administration are hidden behind 
81 different titles! 


wantedness 


has enabled OFFICE MANAGEMENT 
to “select” the concentrated audience of 
executives, regardless of title, who con- 
trol this market—with a vital editorial 
service they WANT enough to PAY for. 


wantedness 


is your ONLY assurance of reaching the 
interested buyers of your product in the 
BIG OFFICE MARKET. Because 
OFFICE MANAGEMENT enjoys 
greatest “wantedness” in this field, it has 
achieved the. 


CIRCULATION 


OFFICE FIELD 


LARGEST 
PAID 


BY FAR...IN THE 


MAY, 1957 26,000 
SEPT., 1957 > 27,000* 


and guaranteed 


28,000 


NET PAID 


AS OF JANUARY 1, 1958 


representing substantial circulation 
bonus for the first six months of 1958. 


Office 
Management 


is geared to 
the needs 
of management 
executives con- 
cerned with 
office adminis- 
tration. 


*subject to ABC Audit 


© @ ottice 


Mana g ement 
The Magazine for Management Executives 

\ Geyer-McAllister Publications 

212 Fifth Avenue, New York 10, N.Y. 


1957 survey is the twelfth in the series 
conducted by the Salary Survey Com- 
mittees of NOMA chapters. 


BUSINESS REPORTS (THIRD EDI- 
TION), by Chester Reed Anderson, 
Alta Gwinn Saunders and Francis 
William Weeks. 407 pages. McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36. $6. 

Written by three professors of Busi- 
ness English at the University of Illi- 
nois, this revised book is designed to 
meet the need of business for better 
reports when information must be 
presented in a quick, clear and con- 
cise manner. It covers the techniques 
of both investigation and presentation, 
from the origin of the commission 
through planning, collecting data, org- 
anizing and final presentation. A few 
of the practical points discussed in- 
clude a check list for report evalua- 
tion; the mechanics for typed reports; 
securing a copyright; factors influenc 
ing readability; illustrating the re- 
port; planning the investigation, and 
aids in outlining. 


PAPERWORK—A_ LIABILITY OR 
AN ASSET, published by the National 
Records Management Council, 555 
Fifth Ave., New York 17. $2.50. 
Copies of the talks presented at the 
Fourth Annual Conference on Records 
Management, sponsored by the NRMC 
in New York last September, have 
been printed in booklet form and 
made available to the general public. 
The conference, attended by more 
than 300 management experts, high- 
lighted the comments of five eminent 
speakers, who discussed techniques to 
reduce the paperwork burden for low- 
er costs and greater profits (see the 
November issue of Office Manage- 
ment, p. 39). Paperwork topics cov- 
ered by speakers and included in the 
booklet range into such areas as crea- 
tion and 
communication, 


recording, processing and 
storage and retrieval, 


and personnel and organization. 


LINEAR PROGRAMMNG_ AND 
ECONOMIC ANALYSIS, by Robert 
Dorfman, Paul A. Samuelson and Rob- 
ert M. Solow. 544 pages. McGraw-Hill 
Book Co., Inc., 330 W. 42nd St., New 
York 36. $1o. 

This new book, in indicating the 
relationship between linear program- 
ming and standard economic analysis, 
stresses the economic aspects of the 
problem and pays particular attention 


| to practical problems of computation 


and offers concrete applications. Line- 
ar programming as applied to the prob. 
lems of a firm, the modern input out- 
put theory, the game theory and gen- 
eral economic equilibrium are discus. 
sed. It explores the extensive interrela- 
tions between the von Neumann theo- 
ry of games and linear programming, 
including interrelations between game 
theory and traditional economic theo- 
ries of duopoly and bilateral monop- 
oly. The authors likewise cover recent 
advances in activity analysis, dynamic 
programming, welfare economics, gen- 
eral equilibrium, and simplex and 
other computational methods. Higher 
mathematics is avoided as far as pos- 
sible, and use of any necessary mathe- 
matics is explained. The Messrs. 
Dorfman and Samuelson are _profes- 
sors of Economics, and Mr. Solow is 
attached to the Center for Advanced 
Study in The Behavioral 
Stanford, Calif. 


Sciences, 


AUTOMATIC COMPUTERS: A 
SYSTEMS APPROACH FOR BUSI- 
NESS, by Ned Chapin. 525 pages. D. 
Van Nostrand Co., Inc., 120 Alexander 
St., Princeton, N. ]. $8.75 

Designed for the businessman, ac- 
countant or systems engineer, _ this 
book offers guides in determining 
whether an automatic computer can 
be used profitably in a business, and 
the computer’s functions, uses and lim- 
itations. Included are comparative 
data on available models, their costs, 
definitions of special terms as they are 
introduced into the text, discussions 
of major analysis techniques, examples 
and a wide variety of illustrations. Sev- 
eral of the many problem areas ex- 
plored are: What is an automatic com- 
puter; what can it do; how does it 
function; how is it programmed and 
operated; how are computer applica- 
tions prepared; how are they evalu- 
ated; how can the need for a computer 
be pinpointed, and how can its use be 
justified? Also covered are arithmetic 
and logic unit, storage unit, input and 
output units and the control unit. Ap- 
pendix listings include a glossary of 
technical terms, a condensed record of 
punched card equipment, and a ref- 
erence table of number systems. The 
author, formerly associated in business 
with the Ford Motor Co. and_ the 
American Can Co., is a systems analyst 
with the Stanford Research Institute, 
Menlo Park, Calif., and a member 
of various research and management 
groups. 
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| The world’s finest office duplicating machine | 


THE Masterlith OFFSET DUPLICATOR 


| 
| 
| 


| 


READY FOR YOU NOW... 


If you like to have new forms, price lists, catalog pages (10 or 
10,000) when you want them... if you want the economy of having 
inventories in blank paper instead of obsolete forms you can 
enjoy these benefits with the Masterlith Offset Duplicator. 

It does work of the quality you would expect only from larger 
equipment. This advertisement is a sample of the Masterlith’s work. 

But more important is its ease of operation. No special skills are 
needed. The operator can change sizes and types of work without 
tools .. . and make the changes quickly for the Masterlith han- 
dles many manual operations automatically. 

To see the advantages of the Masterlith, you need a demonstra- 
tion. Any Photostat Corporation sales and service office will be 
glad to arrange one at your convenience. Just call the office in your 
tity—or write us. 


PHOTOSTAT CORPORATION 
P.O. Box 1970 OM, ROCHESTER 3, N.Y. 
PHOTOSTAT is THE TRADE MARK OF PHOTOSTAT CORPORATION 


This insert was produced by the Model Duplicating Shop of 
PHOTOSTAT CORPORATION at Rochester, N. Y., on a Masterlith Duplicator 


Masterlith Supplies, Parts and Service are available 
at Photostat Corporation Sales and Service Offices in: 
Atlanta « Austin *« Boston « Bridgeport 
Brownsville « Buffalo * Chicago « Cincinnati 
Cleveland « Clifton * Dallas « Dayton 

Des Moines « Detroit « Elmira « Gorham 
Harrisburg « Hartford « Houston « Jackson 
Kansas City « Los Angeles « Louisville *« Miami 
Milwaukee « Newark « New York « Oakland 
Oklahoma City « Philadelphia « Phoenix 
Pittsburgh « Portland, Ore. « Providence « Rochester 
Sacramento « Salt Lake City « San Diego 

San Francisco « Seattle « Shreveport 

Springfield, Mass. « St. Louis « St. Paul « Tulsa 
Washington « Wichita « Winston-Salem 

The Whitin Masterlith Duplicator is sold and serviced 
in Canada by Gestetner (Canada) Ltd., Toronto 


WHITIN 
PHOTOSTAT We 
OFFSET 
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the desk-side “Intern 


Within 
/ ruary 
ORE IE ADAVADbD iain = 
r\ | ization 
UJ Us rite Die eas pd 
to — + 2nd A 
land, | 
Sponso 
provides insulated convenience all day B Contro 
Plus certified protection all night ‘ Tenth 
Institu 
7-8. 
Sponse 
versity 
with | 
Important papers—vital records, that you are ll 
using on your desk today, and that you’ll need again seated 
tomorrow, should have desk-side fire protection. Fifth 
Daytime fires are not uncommon. Would you Confe 
have time in the face of a flash fire to provide | ruary 
“certified protection” for important papers you Spons 
couldn’t afford to lose? You could if you had the | Place: 
convenience of the practical desk-side VICTOR in- 
sulated FIRE DRAWER File. You would have one AMA 
hour certified protection on a moment’s notice. ete 
Modern office arrangement out of necessity : Spon 
must give the advantages of desk-side certified f ciatio 
record protection serious consideration. It’s a fact | 3rd 
that the convenience of having your records near _ Teehr 
you will save you time. It’s a possibility that “‘cer- — 
tified protection” for your records may someday 19, 
save your business. “Spon: 
F tensic 
} num 
pal / 
Here's the Victor Fire Drawer file feature story _ 
Certifications Description st 
Underwriters’ Underwriters Laboratories In Available in both letter and legal 8 
Laboratories | MPR srpappirnl 9 6. ce A sizes. Optional base raises FIRE 
<== DRAWER File to desk height of 29%”. llth 
Safe Manufacturers | imess 
National Choice of key or combination lock. 28. 
Association Spon 
Drawer is provided with gear type ng 
it . ; la 
This container is certified to be effective in withstand- See ae nia init o> onney Te vent 
ing severe heat reaching 1700 degrees Fahrenheit for soeninagytshe can danepallergentncnaaiataade 
at least one hour without damage to paper contents. REED, EEE Ot RINE. a 
Spor 
Delay invites disaster — see your local Victor dealer today. ini 
AM: 
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VICTOR SAFE & EQUIPMENT Witte Cot ME i 


’ DIVISION OF ‘SPERRY RAND CORPORATION 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 
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Coming Events 


International Congress on “Training 
' Within Industry.” Rapallo, Italy, Feb- 
' ruary 3-8. 


Sponsor: International Labor Organ- 


| ization and a number of other organ- 


izations from European countries. 


2nd Annual ASQC Conference. Cleve- 
land, February 7-8. 


Sponsor: American Society for Quality 


Control. Place: Carter Hotel. 


Tenth Annual Industrial Engineering 
Institute. Berkeley, Calif., 
78. 


February 


Sponsors: Various schools of The Uni- 


versity of California in cooperation 
wih a number of management and 


| engineering societies. Place: Berkeley 
Campus. 


Fifth Annual High-Speed Computer 
Conference. Baton Rouge, La., Feb- 
ruary 11-14, 

Sponsor: Louisiana State University. 


_ Place: University Campus. 


AMA Mid-Winter Personnel Confer- 


ence. Chicago, February 17-19. 
Sponsor: American Management Asso 


| ciation. Place: Palmer House. 


3rd Annual Conference on Office 
Techniques and Practices and Business 


Machine & Office Equipment Exposi- 


? Kansas City, Mo., February 17- 


Sponsors: University of Kansas Ex- 
tension Center in cooperation with 
numerous associations. Place: Munici- 
pal Auditorium. 


NACA Regional Conference. Birming- 
ham, Ala., February 20-22. 


Sponsor: National Association of Cost 


Accountants. Place: Dinkler-Tutwiler 
Hotel. 


llth Annual Southern California Bus- 
iness Show. Los Angeles, February 25- 
28, 

Sponsor: Los Angeles Chapter, The 
National Association of Accountants. 
Place: Ambassador Hotel, New Con- 
vention Center. 


AMA Special Conference on Employee 
Conference. New York, March 3-5. 
Sponsor: American Management Asso- 
ciation, Place: Hotel Statler. 
AMA Special Conference on Employee 
Benefits. Chicago, March 5-7. 
Sponsor: American Management Asso- 
cation. Place: Drake Hotel. 

(To page 78) 
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t<a with the EDITORS 


ALTHOUGH the peril is past for 
the 1957 tax year, all responsible for 
the fiscal records in their offices 
would do well to watch the progress 
of Internal Revenue’s new decree 
that all reimbursed expenses must 
be reported as income by individual 
taxpayers on their 1958 1040's. It 
may seem a burden only to the tax- 
payer who must do a fair bit of trav- 
eling for his company, but any fairly 
sophisticated office administrator 
will recognize well in advance 
whose will be the burden when 
April 15, 1959, approaches. After 
all, each and every traveler will point 
out reasonably, he has already made 
a record of his expenses, and turned 
it in to his office, which has to keep 
records, doesn’t it? Well, since he 
lost his own... . 


PERHAPS, though, it will bring 
new realities into accounts, that often 
show an unsuspected amount of 
imagination on the part of those 
who prepare them. 


AT ALL EVENTS, the new ruling, 
if it is not reversed by an authority 
which has suddenly betrayed a 
whimsical liking for changing its 
mind rapidly and repeatedly, should 
create a boom in the credit card busi- 
ness. For after all, as things stand 
now, the taxpayer doesn't have to 
bother with any reimbused expenses 
if they're not really reimbursed—if 
he simply charges them, and the bill 
goes directly to his company. The 
difficulty here is that, just as the 
promised land seems to be opening 
before them—just as credit cards 
become something ardently to be 
sought, rather than something it 
would be a good idea to get some- 
time—the institutions offering such 
cards are making them as difficult 
as possible to use. Try getting air- 
line or rail tickets on short notice 
without going off in person to rail 
or ticket oifices. Hotels, at least to 
date, do not offer the same difficul- 
ties in the use of cards (after all, 
the situation is quite different; hotel 
bills are paid after hospitality has 
been provided, not before; no one is 
sent to pick up a hotel room ticket). 


BUT they offer new perils. At least 
one major chain now includes with 
its credit card a fat little booklet 
listing department stores, book 
shops, restaurants, flower shops, spe- 
citlty stores, where its credit card 
establishes automatic charge privi- 
leges. The danger to the business 
traveler who finds he is simultan- 
eously running out of cash and shirts 
on a trip that’s been extended 
longer than he anticipated is ob- 
vious. Naturally, even the most op. 
timistic of expense account entre- 
preneurs is going to point out to his 
accounting department that the nine 
dollar item from the department 
store in Louisville is a personal ex- 
pense, and that he will give his 
check when the bill comes through, 
but that isn’t going to simplify the 
accounting problem particularly. 


PERHAPS the new regulation will 
benefit other groups besides the 
credit card manufacturers—it could 
increase auditors’ activities by a 
substantial margin. Enterprising 
forms manufacturtrs might find a 
brisk new market for carbon-inter- 
leaved expense records. Photocopy- 
ing machines which can overlook 
erasures and reproduce sharply and 
clearly badly smudged total figures 
should enjoy new advantages on the 
market. 


ALL, of course, providing the reg- 
ulation stands. At the moment, it 
does look shaky. We suspect, as In- 
ternal Revenue begins to plow 
through the returns coming in this 
April 15, and realizes fully for the 
first time what will be involved next 
year when there is no form to be 
filled in for this new requirement, 
simply each taxpayer’s version of 
what an amplifying statement on a 
tax return should be, that the whole 
idea will sink quietly into oblivion. 
Classical economics postulates the 
law of diminishing returas—where 
constantly increasing effort produces 
continually less impressive results. 
We suspect this new plan, if it’s 
followed through, will give an old 
law new life. 
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going to work in more offices 


A big favorite in offices everywhere— Venus Velvet Pencils with smoother “homogenized” lead write blacker, clearet 
with no hard spots, no soft spots. And Venus Velvets are stronger, last longer for extra economy. Exclusive Pressutt 
Proofing clinches wood to lead, ends internal breaking. Remember: Venus makes over 2500 job-designed pencils includint 


Venus Coloring Pencils and Venus Unique thin lead coloring pencils. Ask, too, about the complete line of fine Vent! 
erasers. Write for the Venus Velvet Work-Saver Kit: Dept. OM-2. ©1958 Venus Pen & Pencil Corp., Hoboken, N.J. 


easier writing . . . longer writing YK} N U SVelvet Pencils 


22 For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 OFFICE MANAGEME™ 
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office 
management 


IN A TIME OF RECESSION, which 
has the advantage—the small business 
or the giant corporation? 

At first glance, it may seem a ludi 
crous question. We have been so 
used, even during the recent prosper- 
fous years, to the rising alarms over the 
state of the small business, the fashion- 
able dogma that it was in a bad way, 
and that no improvement was in 
sight, that even the slightest business 
recession would seem to be the death 
blow. Yet, even if the gloomy fore- 
casts of the most prosperous times 
} were correct—a dubious assumption in 
itself—how does the situation change 
in time of lessening business activity? 

Is it possible that in any time of 
change the smaller business may have 
an advantage over the larger because 
it is intrinsically more flexible, more 
able to respond quickly to changes 
than can the economy as a whole? 


Not all small businesses are so flex- 
ible, it is true—but potentially they 
can be. And there lies a great advan 
tage which many small and medium 
firms are not exploiting properly at 
this time. 

To a far larger degree than is pos 
elearet| Sible in the giant company, the small 
essure) %Zanization can afford to establish 
cluding @ direct relation between its costs and 
Venu income, so that if income drops 
, N.J{ {8S can be cut in direct proportion, 
i income rises, costs will not rise 
‘xcept again in a direct ratio. 


It can do this because it is a more 
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Proper scheduling and application of accurate work 
standards are keys to success in using temporary employees 


ona work “watching” plan. Here are the basic principles— 


By Ralph Fairbanks and Jerome Hoffman 


Fairbank~ Associates, Ine... Management Consultants. Greenwich. Conn. 


cohesive erganization, and its middle 
management group is more concen- 
trated. And an alert and mobile mid- 
dle management is vital in an effective 
program to gear office costs directly to 
income. 

It can do this by applying principles 
long since learned in factory opera 
tions to its paperwork operations, 
which today represent so large a part 


How to schedule work loads 
for a “floating force” 


of the operating expenses of every 
company. Under traditional methods, 
clerical costs have been relatively in- 
elastic, but that is because the same 
logic used in assembiy line operations 
has never been consistently applied to 
them. Basically, producing necessary 
papers, bills, invoices, records, letters 
is a physical production job, just as is 
producing cars, or refrigerators, or 
sealing wax. And work principles are 
the same for various types of produc- 
tion, whether the end result is inci- 
dental to another product as an invoice 
or bill is, or whether it is the primary 
product for which the 
statement is sent. 


invoice or 


A few months ago, we discussed in 
this magazine the potential savings in 


Basic determinant in deciding whether to close a permanent position in the 
advanced class should be the length of time needed to train a replacement 
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Proper scheduling and batching allow the office to adjust work force to work load . . . 


costs, and increase in efficiency possi- 
ble to the office through use of tempo- 
rary workers to do much of the office’s 
routine work. Such workers would do 
only relatively simple tasks, but they 
would do all the office’s simple tasks. 
They would do it with relatively little 
training, since under the plan ad- 
vanced, all work would be done under 
the batching principle—that is all 
temporary workers would perform the 
same actions—relatively simple actions 
—at the same time on the same type 
of work. One processing step would 
be entirely completed on every paper 
requiring such processing before the 
next was begun. And the next in its 
turn would be done simultaneously by 
all the temporary workers acting as a 
group. Under this type of procedure, 
since every particular processing cycle 
is broken down into a series of rela- 
tively simple steps, it is possible to 
instruct workers before each step in 
exactly what is required of them. 
Thus, relatively untrained workers 
with relatively good clerical aptitude 
can be used to perform the great 
multitude of the office’s tasks, with 
more advanced permanent workers 
reserved for the exceptions to routine, 
or the tasks requiring a high degree 
of judgment. 


Moreover, it was pointed out, under 
such a system, a company undergoing 
seasonal fluctuations in work volume 
could adjust its staff easily to the 
work loads, not carrying idle person- 
nel when work was light, not having 
to go on overtime when work was 
heavy. 

It was pointed out in the article, 
however, that the system could only 
be as good as the scheduling which 
must be its foundation, since the whole 
principle of hiring the right number 
of temporary workers for a_ given 
period must depend on an accurate 
estimate of the work volume during 
that period. 


To an extent, comparative _ pros- 
perity and comparative _ recession 
pose the same problems to an office as 
seasonal work loads, so many of the 
principles worked out for the varying 
demands of a relatively seasonal busi- 
ness may be found useful in businesses 
that now find their clerical volume 
demands lower than they were last 
year. 

The key here is scheduling, and 
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proper apportionment of workers to 
the tasks of varying complexities. If 
those two subjects are handled cor- 
rectly, it becomes possible for the 
office to keep its costs at almost an 
exact constant ratio to company in- 
come, and still meet all its work com- 
mitments with accuracy and without 
jamming. 


Schedule follows sales forecast 


Scheduling precedes estimating staff 
requirements, of course, and schedul- 
ing, difficult as it may sound, is in 
principle relatively simple. Any com- 
pany that is a manufacturing concern 
has been doing it for years with a rela- 
tive degree of success; it is the only 
possible basis of efficient factory oper- 
ations. There is no reason at all why 
it cannot be applied with equal suc- 
cess in the office. 

Basically, a factory production line 
produces a certain planned number of 
units per week. It may produce 1000 
units one week, 800 the next, 1200 the 
third. It is geared for complete flexi- 
bility, an almost automatic adjustment 
to changing conditions. Yet the work 
must be scheduled; the factory does 
not produce a given number of units 
after a given number of orders has 
been received. It must anticipate the 
number of probable orders and plan 
its production schedule accordingly. 

This has been a keynote of factory 
operations for decades. But it has 
not been traditionally true of the office. 
The office usually has existed with a 
static force, which did not expand or 
contract with changing conditions— 
unless one trend maintained itself 
over a considerable period of time. In 
a depression lasting for years, offices 
would begin to let people go. In a 
period of expansion lasting for years, 
offices would hire additional workers. 
But in short run periods of changing 
conditions, offices would meet all the 
various degrees of activity they were 
clled on to meet with the same nu- 
merical strength. Thus, in peak peri- 
ods workers would be overloaded; in 
slack periods they wouldn't have 
enough to do. 

Yet the fact that factories have 
scheduled production according to an- 
ticipated demand rather successfully 
for years, shows that work loads can 
be anticipated. And if demand can be 
anticipated for whatever the company 
produces, then the amount of paper- 


work that will be required to me 
that demand can also be anticipate! 

Basically, factories plan their produ 
tion schedules on the basis of the com, 
pany’s sales forecasts. If the compan 
sold one million units of product } 
during 1957, and anticipates sellin 
1,200,000 units during 1958, the fx 
tory will gear itself to meet the antic 
pated higher demand, ‘and start pro 
ducing at the higher rate. But act 
ally the office can do precisely the sam 
thing. For if sales of one millic: 
units of the product in 1957 gene: 
ated so many thousand bills, so mam 
thousand letters of complaint, so many 
thousands of immediate payments, s 
many thousands of delayed payment 
in 1957, it can be anticipated hor 
many pieces of paper will be generatei} 
by the sale of 1,200,000 units in 1954. 

In other words, a ratio can be estab] 
lished between the number of piece: 
of paper, of all descriptions, generatei) 
and the sale of a thousand units of ty 
product, and this ratio, combined with 
the sales forecast, can then be used 
predict exactly how much of a wor 
load the office will be called on « 
carry during the time covered by th 
sales forecast. When this has_ bee: 
done, it is possible to begin to think i 
terms of staffing the office to meet 4 
fluctuating load, so that office expense; 
can be kept in direct ratio with com} 
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It is possible to plan staff for the 
office to meet the anticipated load, tha} 
is, when one other essential factor \) 
taken into account: the number o 
man-hours needed to process the num 
ber of units of paper anticipated, anc 
the type of workers needed. This 
quires the introductions of the seconé 
essential factor in scheduling: the us 
of standards. 

By projecting correct work stand 
ards against the total number of var 
ous papers that will be generated b 
the anticipated number of orders, d 
tailed man-hour requirements for di! 
ferent types of clerical workers can k 
worked out. On that basis, the offic 
can set up its staffing requirement 
both in terms of total number © 
workers, and quantities of workers 
various skills for the period of th 
sales forecast. 

Let’s take one example all the wa 
through. Let’s assume a smal] manv 
facturing company, making one basi 
product. Let’s say that the sales for 
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cast for a six-month period for that 
company indicates that the company 
can expect to sell 1,500,000 units in 
the period July-December, 1958. Brok- 
en down further, the company expects 
to sell goo,ooo of the units in the 
late summer and early fall months of 
July, August, and September. During 
the last three months of the year, it 
expects to sell the remaining 600,000 
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how! Basically, management’s first step 
erate) is to determine the ratio between the 
gs) Various papers that are generated by 
estab} cach sale, and total volume of sales. 
piece! It can do this in two ways—by histor- 
erate) ical comparison with an earlier period, 
of ty or by statistical sampling of present 
d wih) P?perwork volume in comparison 
ised tf With sales volume. In either event, 
wort some fairly hard and fast figures can 
on ty, b¢ found. Worked out in terms of 
by th thousands of units, the company might 
5 bees COME up with some results like this: 
rink i) ~=- For every thousand units sold, fifty 
meet |} orders have to be processed. 


Armed with these predictions, pro 
duction management can begin work- 
ing out its factory schedules. But office 
management, using these figures, and 
adjusted to the idea of using tempo- 
rary workers for much of the office’s 
routine work, can also make plans to 
adapt its staff to the changing business 
conditions. 


xpenst; For every thousand units sold, 
h com} twenty-five orders will be accompanied 

by payment, twenty five will require 
for th’ statements. 
id, tha} For every ten thousand units sold, 
ctor ®) there will be three order complaints, 
ber ¢! one order return. 
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gee (To page 73) 
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Office of the Year (for offices designed 
for 300 or more employees): The 
Mutual Benefit Life Insurance Co., 
Newark N, J. 


a ie ine 


Award of Merit (for offices designed for 300 or more employ- 
ees): Gulf Oil Corp. Philadelphia Sales Div., Philadelphia 


Award of Merit (for offices designed for 300 or more employ- 
ees): Connecticut General Life Insurance Co., Hartford, Conn. 


“Office of the Year” | 
Award winners—1957 


f 
PRESENTED on these pages are no | 
tographs or architect’s sketches of the 


six offices chosen as the most nani 
ing among those opened in this coun | 


. 


try during 1957. Located in major geo 
graphical centers of the United States, 
and representing city and suburb alike, 
all of these offices display the two major 
characteristics which gained for them | 
Award-winning recognition: Efficiency | 
of operation and an obvious realization 
in every detail that this efficiency is 
best enhanced by inclusion of a work 
ing environment that is modern, at 
tractive Complete 
picture stories on each of 1957’s “Offices 
of the Year” will be featured in this 
magazine’s Yearbook edition, which 
will be published next month in addi 
tion to our regular issue. 


and comfortable. 
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Office of the Year (for offices designed for up to 300 em- 
ployees): Federated Department Stores, Cincinnati, Ohio ae 
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f the, Award of Merit (for offices designed for up to 300 
ae employees): J. Walter Thompson Co., Los Angeles, Cal. 
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Award of Merit (for offices designed for up to 300 
employees) : The Greyhound Corporation, Niles. Tl. 
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Basic steps In programming 


for a single operation 


The time and labor required to program a computer are 
often badly underestimated. Here’s what must be done— 
By Ben Conway 


Management Advisory Service, Price Waterhouse & Co., New York 


TO A VERY large degree, the “no 
man’s land” of conversion from con- 
ventional processing systems to elec- 
tronic processing lies in the time and 
labor required to program the data 
processor for a specific operation. All 
too often, the amount of detailed work 
that must be done is underestimated: 
as a result both cost estimates and 
changeover time estimates are thrown 
out of line before the conversion is 
successfully completed. 

Thus, it is valuable for any company 
investigating a computer to under- 
stand, at least in a general way, how 
such equipment is programmed to 
perform a desired operation, and how 
the program is carried out. The dimen- 
sions of the problem can perhaps best 
be illustrated by following through 
just the basic steps necessary to estab- 
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lish a program for one operation on 
a hypothetical data processor. 

An account posting problem, great- 
ly simplified here for the purposes of 
illustration, will be traced through the 
various stages of electronic data proc- 
essing. Although stated here as a 
problem in banking, account posting 
is typical of a large class of business 
problems, the class of inventory main- 
tenance, 

The stages necessary for reduction 
to a form suitable for electronic proc- 
essing are: 

1) A complete statement of the 
problem. 

2) An outline of the method of 
solution. 

3) Development of broad  flow- 
charts for the solution. 

4) Development of detailed flow- 


a computer 


charts for the solution. 

5) A translation of the flow-charts 
to machine language—“coding.” 

A complete statement of the prob- 
lem. The XYZ Bank wishes to mait-| 
tain its customer accounts in a mag: 
netic tape master file for processing 
by an electronic data processing ma 
chine. Each customer has a_ separate 
entry in the master file, and is iden 
tified by an account number. The fie 
also contains the current balance status 
for each customer. 

Each day transactions to the file in 
the form of either debits, credits, of 
both are received for some customers. 
These debits and credits have been 
sorted in the same numerical sequence 
as the master file since they are also 
identified by the customer’s account 
number. It is necessary to reflect these 
transactions in the correct account if 
the master file to obtain a new current 
balance. It is also necessary to insuf 
that all overdrafts (negative balances) 
are brought to management’s atten 
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tion, and that transactions involving 
a nonexistent account be noted. 


The work can be stated in its sim- 
plest terms: 

1) Leave unchanged all accounts for 
which there are no current transac- 
tions. 

2) Post debits or credits to accounts 
for which there are transactions. 


3) After posting debits and credits 
check for an overdraft position. If no 
overdraft exists, replace the old balance 
by the new. In case of overdraft, leave 
the old balance unchanged, but report 
all details of the account. 

4) If a transaction appears for which 
there is no item in the master file, 
signal machine operator. 

An outline of the method of solu- 
tion. The inputs to the computing 
system (the hypothetical computer is 
considered to be a magnetic tape com- 
puter with program repertoire given 
as Table 1) will consist of the current 
master file tape and the day’s trans- 
action tape. Both are assumed to be 
in correct sequence, but this will be 
verified during processing. The out- 
puts from the computer will be the 


updated master file tape, a printed 


report giving details of all overdraft 
items, and a signal to the operator 
when unmatched or out of sequence 
items are found. Each master file 
itm will be processed to discover 
whether transactions are to be post- 
ed to it. If not, the. item will be 
recorded on the new master tape un- 
changed and a new master file item 


(To page 62) 


TRANSACTION 
TAPE 


Accsunt 9002 
0009 Record 
0003-0007 
(compare account Numbers ad 
eM Aeet Acct. 
Trans. om Trans. 
Write Account OO1li« Halt and 
ze) a 0012 pena Operator] 0010 
0013 
0014 
Enter New | | Ty 
0017 Balance in| 0025 a vount and | 0018 
, Account te 
‘ © a. 
Ne Account | 0016 
Ne 2 ‘ 
. 
Note: Numbers are instruction numbers from 
detailed program, Table 2 


Fig. 2. Detailed flow chart of the operation shows steps 

which data processor must be programmed to perform. Fig- 

ure represents schematically program of instructions shown 
in Table 2, page 64. 


CURRENT 
MASTER TAPE 


COMPUTER] 


: UPDATED 


OVERDRAFT 
REPORT 


es MASTER 
TAPE | 


“= ERROR SIGNALS TO OPERATOR 


Fig. 1. Data organization flow chart for the account posting problem prescribed 
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Our employees helped us 


halve our forms load 


Insurance company finds that explaining basic principles 
of forms control to employees makes it possible to slash num- 


ber of operating forms even as business expands— 


by John P. Boxshus 


Records Coordinator. State Mutual Life 


THE AGREEMENT with the Chinese 
that one picture is worth 10,000 words, 
and the awareness that there was a 
real need for information emphasizing 
the “how” of eliminating and com- 
bining forms, resulted in the prepara- 
tion and distribution to all operating 
personnel by our company of a 20- 
page booklet which illustrated the 
ABC’s of eliminating and combining 
forms. 

By graphically illustrating to em- 
ployees how they could help in the 
vital task of cutting down the number 
of company forms, the State Mutual 
Life Assurance Company of America 
was able to eliminate 46 per cent of 
its operating forms within three years 
after instituting a Forms Control Pro 
gram. 

In this same three year period, while 
the amount of life insurance in force 
increased from $1,594,041,405 in April 
of 1954 to $2,352,140,226, in Novem- 
ber of 1957, the number of forms was 
decreased from 1501 to 807. 

Prior to the preparation and use of 
this booklet, “Methods of Eliminating 
and Combining Forms,” a Forms Con- 
trol Program had been started in April, 
1954 to facilitate the coordination, use, 
design and manufacture of all com- 
pany forms. New procedures were 
established for operating personnel to 
obtain new forms, revise existing 
forms, and to reprint forms. Like many 
other forms control programs the new 
system called for having all company 
forms clear through a central Forms 
Control Section for analysis purposes. 

After the Forms Control Program 
had been in effect for less than a year, 
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Assurance Co. of America. Worcester, Mass. 


many forms had been eliminated and 
operations were proceeding very  sat- 
isfactorily. During this period there 
were many occasions when operating 
personnel had submitted two and three 
forms at a time for printing. In some 
instances these forms were susceptible 
of consolidation. Wherever possible, 
recommendations were made that such 


forms combinations be effected. 
Employees learned by example 


During the discussions which fol- 
lowed between our staff and employees, 
regarding the consolidation of com 
pany forms, it became apparent that 
what was needed was a communication 
of ideas to employees on “Flow” to 
combine and eliminate forms. 

During the first few months that 
the company’s Forms Control Program 
was in effect, we had occasion to com- 
bine many different types of forms. 
As forms were combined, a catalog 
was kept for purposes of illustrating 
“before and after” examples of con- 
solidations. 

A review of this forms catalog  re- 
vealed that about go per cent of the 
forms consolidations appeared to be 
accomplished by utilizing five basic 
methods—or these 
methods. Whether a simple combina- 
tion of two forms, or a more involved 
consolidation of ten different 
the basic techniques 


combinations — of 


forms, 
remained the 
same. 

This forms catalog was used on 
many occasions by our staff to illus- 
trate to operating personnel how vari- 
ous forms they were currently using 
could be consolidated effectively and 


efhciently. These illustrations of actual 
forms consolidations were very effective 
sales presentations in convincing em- 
ployees that they should consolidate 
various forms which they were using, 
in order to achieve more efficient re- 
sults. The success of this catalog led 
rather easily to the creation of a more 
permanent booklet for wider distribu- 
tion. 

The five basic methods employed in 
go per cent of all forms consolidations 
were each given a particular title for 
purposes of identification in the pro- 
posed booklet. These were: (1) ballot 
box method, (2) addition method, (3) 
two side division method, (4) perfora- 
tion method, and (5) multiple part 
method. 


Ballot box method 


This method is used for combining 
two or more related forms into one 
by having the variables on the con 
solidated form indicated by a_check- 
mark. For example, there are several 
different forms pertaining to the same 
Each form has a_ different 
brief message. Using the ballot box 
method, all these messages can be 
printed on one form with ballot boxes 
for indicating which message is ap- 
plicable. 


subject. 


Addition method 


This method is used when two or 
more related forms can be combined 
into one by placing all the items on 
the several different related forms on 


‘one consolidated form. For example, 


there are several different forms per- 
taining to the same general subject. 
These forms are almost identical ex- 
cept that each form has a few items 
that the others do not have. Using the 
addition method, the different items 
on each form can be added to the one 
form which already has most of the 
information. 

This method differs from the ballot 
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hox method in that no selection of sep- 
jrate messages is required. 


Two-sided division method 


This is a method of combining two 
or more related forms by printing on 
hoth sides of one form all of the in- 
formation formerly contained on two 
or more different forms. For example, 
there are different forms pertaining to 
the same subject. Using the two side 
livision method, all the information 
on the different forms can be printed 
on both sides of one form. 


Perforation method 


This is a method of combining two 
or more related forms by using one 
or more perforated attachments. For 
example, several different forms per- 
taining to the same subject are filled 
in at the same time, but after comple 
tion the forms are routed differently. 
Using the perforation method one form 
can be printed with a perforated at- 
tachment which can be torn off and 
routed separately. 


Multiple part method 


This is a method of combining two 
or more related forms by preparing 
one form which has carbon paper or 
some other duplicating substance be- 
tween the parts of the consolidated 
forms. For example, there are two or 
more related, but different forms com 
pleted as part of one operation. The 
information on: the separate 
forms can be rearranged into a stand- 
ard format on one consolidated form. 
Using the multiple part method, only 
one writing operation will be required 
to complete the consolidated form in 


items 


sets of two or more by using inter- 
leaved carbon paper between the parts 
of the form. 

The consolidated form can be a 
“snap-out form” or “cut forms” which 
have been padded and require manual 
interleaving of carbon paper between 
‘wo or more parts. 

A preliminary draft of a booklet con- 
taining “before and after’ illustrations 
was prepared. A cross section of em- 
ployees were shown the booklet and 
their opinion was requested as to 
whether or not they. thought the book 
let would be helpful in effecting forms 
consolidations and eliminations. The 
opinion was unanimous that such a 
booklet would definitely be of interest 
to them and would be helpful in their 
operations. 

The proposed booklet was then 

(To page 50) 
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State Mutual Life Assurance Company 


Worcester Massachusetts 


We herewith enclose application of 


Please forward the license to this office 


State Mutual Life Assurance Company 


Worcester, Massachusetts 


Dear Sir 
Te 


for 


together with our check for $ in payment of the license fee. 


When the license i issued, please forward it to this office 


STATE MUTUAL LIFE ASSURANCE COMPANY 


Worcester, Massachusetts 


Drews Ser 


We are enchsing 


a for 


When the license is issued, please forward it to this office 


Very truly yours, 


Agency Division 
Encta 
Farm Seq) Sones2 


AFTER 


o= 
o= 
o= 


Pomme are mee nee se’ STATE MUTUAL LIFE ASSURANCE COMPANY 
t WORCESTER. MA’ TT: 
INSURANCE LICENSE REQUEST | AGENCY SECRETARIAL, BRANCH 


a we rr se 


oare APPLICATION FOR 


Deor Ser 

Please note the below paragraph marked (xX) 
i] We ore enclosing @ license app! :cotion for the abowe named individual. When the ‘conse os sesved, pleose 

—* lorword # 8 office 


[Me ore enciosing o license appl icotion tor the above nomed individual together with @ check for $ 
——~ +8 payment for the license. When the license 1s :ssved, please forward +t to this office 


| 
| The above appl:cont qishes to take the license exomnotion. 
Read 


An example of State Mutual’s forms consolidation results: 
Formerly three different forms were used in connection 
with obtaining agent’s licenses. All the statements con- 
tained in the three forms were combined into one form which 
used ballot boxes to allow selection of correct statement 
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“Flying-saucer” aluminum - stairway 
connects main floor and mezzanine 


Compact Safe Deposit office area... 


Decor expresses personality 


in savings stitution 


The new headquarters of City Federal Savings & Loan 
Association represents successful attempt to combine warmth 


of character, modern layout— 


By Frederick Vogel 


STABILITY and triead.iness are two 
characteristics which many companies 
try to work into the design features of 
their new office buildings. 

But sometimes such admirable plan- 
ning goes awry, since incorporation of 
these desirable, intangible elements is 
not only difficult to perfect, but is 
often subordinated to a professed need 
for modern efficiency. 

Yet, in spite of the difficulties facing 
the management which would harmo- 
nize warmth of personality with cur- 
rent trends in layout, the “impossible” 
is achieved every so often. One example 
is the  recently-completed _ five-story 
headquarters building of the City Fed- 
eral Savings & Loan Association in 
Elizabeth, New Jersey. 

Waat did tie Asssciation’s manage- 


‘ 


wish to “say” in its office? 
During planning stages, officials con- 
jyured up the phrase which was to act 
as their guidepost. Simply stated, they 
wanted an institution headquarters 
that would express safety and friend- 
Thus, considerable attention 
was given to details—those tasteful 
little touches which reflect the firm’s 
pnilosophy. And nowhere is this phil- 
osophy in more evidence than in the 
design and placement of furnishings. 


ment 


liness. 


Expert advice sought 


A realization that while bankers are 
experts on financial policy, they are not 
always experts on interior decoration 
dictated use by the Association of a 
New York firm specializing in the 
planning and execution of office in- 


- » . and multi-colored School Savings Department are housed on lower level 
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Large double 


Careful pre-construction plan- 
ning and selection of furnishings 
can reflect harmony of design in 
keeping with an office’s ex- 
pressed desire to radiate gracious- 
ness and efficient layout. As ac- 
companying photographs 
eate, City Federal has achieved 
the perfect balance of these two 
important elements. 


Secretarial units combine adaptability, flexibility with personal requirements and space limitations 


indi- 


Typical executive office features rich color scheme, subdued Lighting 
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Informal conference area displays white Naugahyde chairs, colorful sofa 
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teriors. This firm, Desks, Inc., fur 
nished the new offices in keeping with 
the modern trend toward providing 
attractive quarters for staff and clients 
—and without sacrificing comfort to 
any degree whatever. 

Architecturally, the exterior is as 
modern as the inside. The building's 
exterior, designed by Wenceslao A. 
Sarmiento, director of design for the 
Bank Building & Equipment Corp, 
St. Louis, consists of a gleaming col- 
umn of gold aluminum with horizon. 
tal spandrels of blue aluminum. The 
structure is the first to be erected of 
this colored metal. 

Within, the overall effect of lighting, 
color, space and a friendly, relaxed 
atmosphere greets the visitor. To 
create this delightful impression, gen- 
eral lighting effects and the clean, 
sharp lines of contemporary desks and 
chairs were skillfully used. The re. 
sult is an arresting and stimulating 
design pattern, enhanced by a semi 
circular rear wall facing an_ all-glass 
exterior front wall, a suspession  stee! 
stairway and vivid use of color. 

Just inside the main entrance is the 
public attractively — furnished 
with a two-passenger sofa, designed 


lobby, 


by Jens Risom Design, Inc., a single 
seat with attached side table and several 
American Banker model chairs. Ex 
cepting the president’s and vice presi- 
dent’s desks, all desks are from the 
“Formational” line of the Standard 
Furniture Co., Inc. Complete adap 
ability and flexibility to personal re- 


(To page 85) 


Bamboo sercen divides employees’ recreation and dining room from Bookkeeping Department 


ma 


WI) 
curit 
estal 
keer 
orde 
Thi: 
alon 
the 
proc 
fits 
enti 
dep: 
thro 
P 
time 
pap 


inv 


FEE 


Considerable savings in time and money in order processing have resulted from firm’s new IDP installations 


How streamlining our order processing 


helped all our paperwork 


1.D.P. application in one area proves beneficial to all 


management levels at Security Steel— 


By Matthew Richard Parisi 


Manager, Systems and Procedures Department, 


Seeurity Steel Equipment 


WITHIN A SHORT TIME the Se- 
curity Steel Equipment Company has 
established a pattern whereby we can 
keep up—and even get ahead—of 
order-invoice writing through IDP. 
This one fact, if it had to stand 
alone, would be enough to justify 
the installation of our integrated data 
Processing system. Actually the bene 
fits of IDP extend through our 
entire operation, reaching almost every 
department directly or __ indirectly 
through by-product information. 
Primarily IDP was installed as a 
time and cost saving device in the 
Paperwork processing of orders and 
invoices. The results in that respect 


FEBRUARY 1958 


Corp., Avenel, N. J. 


have been excellent: We have been 
able to save at least $1000 a year in 
overtime costs of processing orders; 
we have released one girl full time 
for other department work; and we 
have relieved the secretary of one of 
our executives from the part-time 
work of accumulating sales figures 
and © statistics. Generally speaking, 
where invoices used to run two days 
behind at peak times, we are now 
up-to-the-minute and even ahead of 
the load, thus permitting the girls 
to do other work within the order- 
invoice department. 

In addition, IDP has captured the 
imagination of management because 


operations 


of its tremedous potential as a busi 
ness tool. By picking off on tape 
certain information from the order 
and invoice forms we have been able 
to convert the information to punched 
cards—through the “common _lan- 
guage” principle of IDP—to get vari- 
ous types of statistic] data. Much of 
this data was previously unavailable, 
or available only at great cost and 
trouble. And even when we were 
able to get the information, often it 
was too late to be of effective use to 
management. 

Security Steel Equipment Corpora- 
tion is a manufacturzr of metal 
equipment. In the pat decade there 
has been a great increase in the use 
of metal furniture in the office, and 
Security Steel, together with the rest 
of the metal office furniture manu- 
facturers, met this ever 
market 


increasing 


vigorously, New — product 
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“Our paper processing had failed to keep pace with our technological improvements . . .” 


lines were developed, a rainbow of 
colors and an assortment of grained 
finishes were added to each line of 
products. However, our paper pro- 
cessing methods failed to keep pace 
with our technological improvements. 
We were operating under an anti- 
quated job order cost system, our 
procedural framework was hopelessly 
outmoded and our customer billing 
was slow, inaccurate and unsightly. 
Because of the mounting seriousness 
of the problem, management turned 
with interest to any suggestions which 
might insure greater efficiency and 
speed in the processing of paperwor'. 


Our system works this way: Sales 
orders are first processed through 
the sales department for editing, 


amplification or cutting down. From 
sales they are routed to the order. 
billing department. 

In Order-Billing each order is 
priced and extended on a calculator; 
then it is referred to the Friden 


Flexowriter. This is an electric type- 
writer which can “read” coded in- 
formation punched along the edge of 
a card and then type this information 
automatically on necessary business 
forms. An edge-punched card is 
maintained for every customer—in- 
cluding regional government offices— 
at the operator’s desk and the proper 
card is pulled and attached to the 
order. To write the order the clerk 
simply inserts the edge-punched card 
into the reading unit of the Friden 
Flexowriter and the information on 
it is automatically printed onto a 
ten-part Kant-Slip continuous form, 
which has marginally punched holes 
for perfect alignment, supplied by 
The Standard Register Company. The 
Kant-Slip form is so designed that 
there is practically no decision left to 
the operator. 
form 


areas on the 
indicate where certain selected 
information is entered, and _ printed 
instructions on the 


Colored 


form indicate 


SECURITY Steg, 


STATISTICAL 


AvENGL Ny y 


where a stop code in the punched 
cards will halt the machine for the 
typist’s entry of manual information, 
This expedites proofreading by quick. 
ly showing the clerk where variable 
information is located and allowing 
her to skip over previously verified 
constant data. 

The dealer's name, address and 
code number are entered automatically 
from the edge-punched card; then 


pre-punched item cards for products 
ordered are pulled from a card file 
at the operator's desk and, when 
these are inserted into the reading 
unit, a five-digit product code and a 
full description of the item is entered 
automatically on the form. As_ the 
machine “reads” the _ pre-punched 
holes, it will stop automatically at the 
points where variable information. is 
to be entered. 

Throughout the typing of the Kant 
Slip order form, two by-product tapes 
are being punched — simultaneously: 
The first tape containing every stroke 
performed by the machine; the second 
tape containing selected information 
for translation by our data processing 
center. By passing the selected tape 
through an IBM tape-to-card punch— 
which punches cards at a_ rate of 
approximately rooo columns a minute 
and thus eliminates the much longer 
job of manual keypunching—we can 
then get statistical information. 

Meanwhile the order form is proof- 
read and then split for distribution: 

1. The original copy is sent to the 
data processing department along 
with the selected 
formation on the tape appears on 
the copy in the red areas permitting 
faster reference. 

2. The Order-Billing copy is filed 
in a folder along with the full tape 
and the original dealer’s order. When 
shipment is made on the order, this 
folder is pulled and the tape is used 
to produce the invoice. 

3. The Dispatch copy serves as the 
Shipping copy. 


4. A Production Control copy is 
sent to the production department 
for information. 

5, 6. Expediting copies are distrib 
uted to various personnel concerned 
with supervising — the 
operation. 


production 


{ 


7, 8. Service department copies 


(To page 84) 
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@rHE MOST REMARKABLE ADVANCE 
R MADE IN TYPEWRITER CARBOY 


0k—M &V NU-KOTE=the first and only plastic-base typewriter ggrbon. _ 
Opies stay crisp and clean; can’t smudge. One NU-KOTE sheet outlasts B 
inary carbons 3 to 1. -KOTE gives clear, sharp copies from first to 


oq  ¢ in one all-purpose grade, for all copy work,#for all typewritey, 
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... and it’s all made possible because M&V NU-KOTE is the first and only 
copying paper with a plastic base and a new printing-press principle of making 
impressions. Imagine—keeping only one grade of carbon paper on hand ti 
handle all copy work, for all typewriters, manual or electric. Imagine—clean 
copies that erase clean, stay clean, keep typists’ hands clean. Imagine 
uniform copies from first to last, more copies per sheet of NU-KOTE, with 
darker, clearer impressions to the last. | 


Meet the cleanest, toughest, most versatile carbon paper ever made. Send 
attached coupon today for free NU-KOTE sample. Dealer Sales Department, 
Burroughs Division, Burroughs Corporation, Detroit 32, Michigan. | 
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@ new NU-KOTE 
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FREE SAMPLE! 
DEALER SALES DEPARTMENT. BURROUGHS DIVISION. BURROUGHS CORPORATION. DETROIT 32, MICHIGAN 
Please send me my free NU-KOTE sample promptly. 
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Friden, IBM announce new IDP units for business use; 


AUTOMATION 


- NM) THE OFFICE 


Investment firm installs seven Underwood computers 


MARKETING of the Selectadata, a 
new machine in the integrated data 
processing field, has been announced 
by Friden, Inc., San Leandro, Calif. 

Allowing punched tape to complete 
entire accounting procedures, from 
creation of the original document to 
selection of various components for 
subsequent analysis, the new machine 
makes possible the automatic selection 
and sorting of data encoded in 
punched tape. This ability, Friden re- 
ports, will eliminate the need for con- 
version to punched cards within the 
area of the machine’s code capacity. 

The Selectadata permits tape to 
skip through a reader quickly and ac- 
curately until a pre-selected address 
code is read. As the company explains: 

A row of seven selection keys on 
the front panel of the unit offers a 
choice of up to 127 different address 
codes. When used in conjunction with 
the firm’s Flexowriter and Solenoid- 
Operated adding machine, it provides 
business industry with its first low-cost 
tabulator. 


Cable-connection of the adding ma- 
chine extends Selectadata’s sorting ca 
pacity so that totals and sub-totals of 
quantity, price or other numeric fac- 


IBM’s new 632 
Electronic Typing 
Caleulator is de- 
signed primarily 
for business order 
and invoice pre- 
paration, A small 
keyboard _ inserts 
all numerical in- 
formation. Com- 
puting is carried 
on within = the 
electronic gate 
(left). The relay 
gate, right, trans- 
mits instructions 
from internally- 
contained pro- 
gram tape. Here, 
Engineer Joseph 
P. Ancona checks 
the new  com- 
puter’s program 
rack. 


tors are obtained automatically as a 
by-product of listing selected item 
classifications. Readout on the Friden 
Flexowriter is accomplished — auto- 
matically at speeds in excess of 100 
words a minute. 

The machine, Friden continues, also 
may serve a need in inter-department 
areas of larger businesses to meet such 
requirements as sales analysis and in 
ventory control, where on-the-spot re- 
ports can be prepared quickly with 


rlatively inexpensive equipment. 
Likewise, item selection in billing 
or invoicing, paragraph or item selec- 
tion in automatic letter writing, and 
alternate or selecting program control 
can be achieved. In instances where 
limited numeric information, such as 
insertion of month, day and year, is 
a requirement, a Manual Data Selector 
is incorporated in certain models. A 
Duplex Control Switch also provides 


(To page 54) 


The Friden Selectadata, right, makes possible the automatic selection and 
sorting of data encoded in punched tape with readout by Flexowriter, left 
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A Automatic letter opener 


The Auto-Opener operates on AC cur- 
rent, features enclosed cutting heads 
which open a wide range of envelope 
thicknesses and weights. It is available 
with a separating bin which stacks 
opened envelopes and separates scrap, 
and has a capacity of between 400-500 
envelopes a minute. Finished in gray 
wrinkle and satin-finished chrome, the 
machine measures & x 12 in., and sells 
for $99.95, plus Federal excise tax. 
Martin Yale, Inc., 2100 W. Fulton St., 
Chicago 12. (A-1) 


V Electric stapler 

The $88 automatic electric stapler fea- 
tures “pop-out loading,” by which the 
operator touches a button at the rear 


of the unit and the staple track “pops- 
out” the front. Unit weighs about 
7 |bs., plugs into AC outlet and does 
not require hand or foot controls for 
operation. The Staplex Co., 777 Fifth 
Ave., Brooklyn 32, N.Y. (A-2) 


V Forms burster 

This Selec-tronic Tab Card Burster in- 
cludes facilities to detach IBM contin 
uous form tab cards in a similar man- 


New 
for the office 


ner by which it bursts ordinary con- 
tinuous forms in any of 23 different 
lengths from 3 to 22 in. Special fea- 
tures include paper weight adjustment, 
automatic shut-offs and form width 
adjustment from 3 to 18 15/16 in. 
The Standard Register Co., Dayton 1, 


Ohio. (A-3) 


V Desk-top cleaner 

Gumption is a non-caustic cleaner de- 
signed to remove hectograph and ditto 
ink stains, and other types of stains, 


G use & Ler ; bad 

ufliption 
. REMOVES 

mk, Carbon, crayon. ditto. mimeo fap tograph & etc 

STAINS 


FROM LINOLEUM 
TOP DESKS 


— WAsH eS = 


Guaran- 


from linoleum-topped desks. 
teed not to scratch by the manufactur 
er, it is non-inflammable and non- 
combustible. 


Available in two sizes: 
12-07. can, at g8 cents, and 36-0z. can, 
at $1.98 Distributed by /rval Asso- 
cites, 536 Reade St., New York 7. 

(A-4) 


V Typewriter 
New operating devices on this Facit 
Typewriter are a “Multimatic Tab 


ulator” system with up to 20  pre-se 
stops controlled by a single lever, ip 
addition to regular tab operation, and 
a special key-jam release mechanism, 
Halt-spacing, plastic “Contour Keys’ 
shaped to fingertips are other features 
Facit, Inc., 404 Fourth Ave., Neu 
York 16. (A-5) 


A Figuring machine 

The new “67” adds 6 columns to 7 
column capacity, multiplies by single 
entry of the multiplicand and depres 
sing the zero to proper column. [ 
also indicates sub-totals and __ total 
Measuring 1244 x 8% in., the machine 
is offered in a beige body with cori 
and yellow keys. It weighs less than 
12 lbs., and can be plugged into either 
AC or DC outlets. The General-Gil 
bert Corp., 150 Broadway, New York 


38. (A-6) 


V Accessory adapter head 


By means of an adjustable adapt 
head which permits use of the camer: 
for xerographic process, the “Vertica 


18” camera can make line and _hali 
tone negatives and rapid, low-cos 
xerographic exposures. The adapte' 
head measures 26 x 154 x 2 in,, Cal 
be interchanged with the standard fils 
head by setting it into the camera () 
recess. Kenro Graphics, Inc., 25 Com: 
merce St., Chatham, N. ]. (A-7) 
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A Office file board 
The 1958 edition of the Whirl Board 
File features an alphabetical index for 
locating orders, reports, schedules, 
shipping instructions and invoices. 
The pearl board cover is replaceable, 
and files are available in letter-, legal 
and note-size boards. Lansdale Prod- 
ucts Corp., Box 568, Lansdale, Pa. 
(B-1) 


VY Filing unit 

Available in 2 sizes to accommodate 
both letter- and legal-size file folders, 
the firm’s new open shelf filing units 
feature removable posting shelf that 
locks into place. Shelf unlocks with 
finger-tip action to transfer to other 
areas. An “Add-A-Shelf” feature al 
lows for expansion of filing space as 
additional shelves become necessary. 
Diebold, Inc., 818 Mulberry Rd., SE, 
Canton 2, Ohio. (B-2) 


Vv Adding machine 

This hand-operated portable adding 
machine has a_ listing capacity of 
$999.99 and a totaling capacity of 


$999,999. The Ajax Model 605 also 
subtracts and multiplies, and visible 
answer dials present an accumulated 
total figure without any machine oper- 
ation. R. C. Allen Business Machines, 
Inc., 678 Front Ave., NW, Grand 
Rapids, Mich. (B-3) 


Vv Beverage center 

The new Hot *N Cold (Model As5 
PR-HC) pressure type beverage center 
serves instant coffee, hot chocolate and 


soups. It features a modern, high- 
styled cabinet and is finished in gla- 
cier gray color tone. <A_ refrigerated 
compartment and 2 ice cube trays are 
included in the unit. The Ebco Mfg. 
Co., 265 N. Hamilton Rd., Columbus 


13, Ohio. (B-4) 


A Photocopier 

The Lumoprint B-4 photocopier oper- 
ates with various speeds of papers and 
under fluorescent lights. Capable of 
making transparent film copies from 
flat art work, paste-ups and other of- 
fice papers, the machine will accom- 
modate letter, legal g x 12-in. copy. 
Measurements are 18'4 x 214 x 11%; 
weight, 37 Ibs. Kw:kKopy Co., 608 
S. Dearborn St., Chicago 5. — (B-5) 


V Addressing machine controls 

The firm’s new Selective Control fea- 
ture, for use on punched-card master 
addressing machines, allows the ma- 


chine to read coded information on 
master cards and, according te pre- 
determined programming, cards can 
be skipped or printed, sorted or count 
ed. The master card file can be kept 
intact, or sorted before addressing and 
then collated on punched card equip- 
ment. Scriptomatic, Inc., 310 N. 11th 


St. Philadelphia 7. (B-6) 
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A Office carpet sweeper 


The Fireside compact sweeper meas- 


ures g'4 \ 615 in. (as compared to 
the standard sweeper size of 164% x 
12 in.), and is ‘inished in polished 
brass with black trim. It features a 
standard type sweeper brush with mov- 
ing combs, and is termed the first 
carpet sweeper designed for use by 
executives in offices by the manufac- 
turer. List price is $9.95. E. R. 
Wagner Mfg. Co., 4611 N. 32nd St., 
Milwaukee 9, Wis. (C-1) 


- 


V Duplicator 


Designed for reproduction of fixed in- 
formation, such as names and addres- 
es, the McBee Handiprinter is a port 
able, spirit-type duplicator, An aper- 
ture Keysort ledger card acts as the 
duplicating master. Distributed by 


Royal McBee Corp., Port Chester, 
N. ¥. (C-2) 
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V Combination microfilm reader 
The Micromatic, an automatic viewer- 
enlarger-processor, produces 18 x 24 
working prints from unitized micro- 


a) 


film. Magnification is 20X for view 
ing, 15X for enlarging; viewing screen 
is 24 x 36 in. The 500-watt light 
source is blower-cooled for film  pro- 
tection. Ozalid Div., General Aniline 
& Film Corp., 11 Corliss Lane, John- 
son City, N.Y. (C-3) 


V Self-inker 

A marking device (No. 06) made of 
extra-heavy cast. brass, this Heavy 
Duty Self-Inker features positive lock 


Hive o grant ot qaabeny 


ing mechanism and accepts a rubber 
die % x 2% in. The ink pad is re- 
movable for re-inking or changing 
when necessary. It is priced at $11.50, 
plus cost of appropriate rubber die. 
Pryor Marking Products, 434 S. Wa- 
bash Ave., Chicago 5. (C-4) 
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units, ¢ 
A Tag reader oe for mo 
The “Kimball Tag Reader” is de} oa) un 


signed as an adjunct to the firms} yy. Fi, 
Model 75 Punch Marking Machine. 
When connected to an IBM Summary 
Punch, it senses and converts informa 
tion from Kimball Punched Tags tw 
IBM cards at a rate of 100 a minute. 
A. Kimball Co., 444 Fourth Ave, 
New York 16, (C-5) 


V Photocopy machine 
The Nord Wizard photocopy machine, 
states the manufacturer, is the first 
American-made unit featuring single 
dial control and the exclusive “silver 
dot” light source. It can handle orig 
nal material up to g x 15 in., and is 
priced at $179. Nord Mfg. Co., 36 
Jericho Tpke., Mineola, L. 1., N.Y 
(C-6)| A St 
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A Modular office furniture 
The Volee group of modular office 
furniture combines extruded alumi 
num legs and walnut-finished panels 
and tops. Drawer and cabinet units 
are interchangeable. The group in- 
cludes executive, clerical and recep 
tionist desks, as well as credenzas, side 
units, cabinets and tables, all designed 
for modular groupings or as individ- 
ual units. Imperial Desk Co., 1312 
W. Florida St., Evansville 7, Ind. 
(D-1) 


A Steel “executive suite” 

The “Executive Suite” Model 4073 
desk features a 78- x 39-in. free-form 
conference top, perforated back panel 
and 2 full-suspension letter drawers 
with cross file trays. The matching 
credenza, Model 4081, contains 2 stor- 
age cabinets with locking doors, and 
the companion telephone stand, Model 
4083, features open shelf and storage 
compartment with locking door. 
Western Mfg. Co., 536 N. Highland 
Ave., Aurora, Ill. (D-2) 


For further information, use 
Readers’ Inquiry Coupon on 
Page 90. 
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a, aoe 
Vv “Packaged” interview booth U,, TE | 


This “packaged” booth features a steel 
“Partitionette,” 68 in. high and 48 in. 
wide. A narrow panel at each end in- 
creases privacy, permits ease of en- 
trance and exit. A narrow desk top is 
fastened to the wall to provide neces- 
sary writing surface; drawer is option- 
al. The booth can be erected and 
dismantled on a “do-it-yourself” basis, 
and assembled of panels of various 
heights and widths. Arnot-Jamestown 
Div., Aetna Steel Products Corp., 730 
Fifth Ave., New York 19. (D-3) 


ERRATUM 


Page 71 of January's Office Manage- 
ment displayed a combination bottle 
cooler from the Sunroc Corp., Glen 
Riddle, Pa. The price of the unit 
was incorrectly stated, and should have 
read $155. The editors regret this 
error. 


V Office fabric 


Hand-printed on 48-in. cretonne in 
combinations of yellow, mustard, tur- 
quoise, smoke or olive, and black on 
white grounds, this new fabric is one 
of a group in the firm’s “Today and 
Tomorrow” collection. Three prints 
and 4 woven fabrics available. Greeff 


Fabrics, Inc., 4 E. 53rd St, New 
(D-4) 


York 22. 
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A Secretarial chair 

Offering patented __ self-adjustment 
features, the No. 677 secretarial chair 
has molded foam rubber seat and back 
cushions, with a heavy-duty tilt back 
mechanism. <A locking knob attach- 
ment allows for adjustment of seat 
height. Precision-Posturect Chair Corp., 
3100 Carroll Ave., Chicago 12. (D-5) 


V Steel office chairs 
In addition to the steel executive swivel 
chair and side armchair pictured here, 
the new Tempo suite consists of tw@ 
other chair models—an executive pos- 
ture chair and a secretarial chair. Con- 
temporary styling is a feature of all 
4 models. Harter Corp., Sturgis, Mich. 
(D-6) 
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A Monthly Feature 


Tools of 
the Office 
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Numbering Machines, Time Recorders and Stamps, Check Devices 


STANDARD equipment in practically 
all offices, this month’s group of office 
tools is used mostly to perform recur- 
ring, routine work. But recent devel- 
opments pioneered by manufacturers 
of numbering machines, time recorders 
and stamps and check devices have 
tended to lift each of these units into 
the realm of integrated data processing. 

Because of the flexibility of these 
machines, it is possible to foresee ex- 
tensive application of them to office 
systems and procedures, apart from the 
inroads which already have been de- 
vised. Each of them, for example, 
might well be applied in IDP by means 
of one or more of the common lan- 
guage media—such as magnetic tape 
—which would allow document num- 
bering to be linked in an automated 
manner to the computation of em- 
ployee working hours, the payroll and 
accounting departments, and final dis- 
bursement of checks. Even today, the 
versatility of these three separate-but- 
related units has encouraged combina- 
tion of their operations in certain work 
processing. 

A brief description of the varied 
uses of these machines follows: 

Numbering Machines: Use of these 
units no longer is confined to one or 
two departments in a company, nor 


Models of each of the three units de- 
scribed this month include, top to bot- 
tom, a. bank numbering machine, de- 
signed for numbering bank books, ac- 
count cards, etc., a modern time re- 
corder, and a check protector. (Pic- 
tures by courtesy of American Num- 
bering, Lathem and Applied.) 


to the stamping of only a few docu- 
ments. They have proved their value 
already in mailrooms, and now are 
popular office instruments used for 
stamping invoices, receipts, and a great 
number of other documents not usual 
ly classified as correspondence. Thus, 
design features and general usefulness 
have increased within the past few 
years. Some are arranged to permit 
varied methods of numbering—dupli- 
triplicate, consecutive, — repeat, 
skip—and the size of digits printed 
has been enlarged to include a wide 
variety of measurements. Printing 
wheels, likewise, have been enlarged, 
so that in some cases as many as 16 
figures can be printed with a_ single 
stroke. 

These machines, now featuring di- 
verse applications, also are used to 
handle installment loan payments, espe- 
cially those models which offer perfora- 
tion. They process coupon books and, 
upon registration of payment, no fur 
ther receipts are required, and books 
can be given back to the customer at 
the time of establishing the loan. (This 
also is a new purpose devised for check 
devices.) The capability of these ma 
chines to print such words or legends 
as COD, REC’D and PAID is another 
helpmate in providing one-word de- 
scriptions of documents, as well as 
their numbering. 

Time Recorders and Stamps: The 
importance of the “time clock” to com- 
putation of employees’ time is too well 
known to deserve amplification here. 
Suffice to say, as one company has 
pointed out, neglect of keeping accu- 


cate, 
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ate tabs on employee work hours can 
be costly to management. Based on an 
dght-hour day, five-day week, 255-day 
yearly working schedule, this company 
telates, the loss of only five minutes 
, day from tardiness can add up to 
yn annual loss of $10,625 for the firm 
employing 500 persons. This is true 
if the employees’ wage is set at only 
the minimum $1 an hour. If the salary 
rate is increased to $1.87!) an hour, 
this five-minute daily loss can add up 
to. a staggering $19,920 annual payroll 
deficit. This is important to offices, 
ince many still require at least non- 
aipervisory personnel to punch a clock. 

These machines also supplement the 
work of numbering machines. Where 
the latter maintain chronological order 
in receipting documents, the former 
record the exact time that mail has 
been received. Certain of these models, 
expanded to accept additional work 
loads, include equipment to indicate 
actual “elapsed,” or working time of 
employees required for a specific assign- 
ment. Other types are designed for use 
in field work, and may be mounted 
on trucks or utilized for various mo- 
bile applications, away from central 
or branch headquarters. Irregular 
time indications, which emphasize 
overtime, lateness, et al, are usually 
provided by two methods—in a color 
different from that used in printing 
normal time, or by recording out of 
normal pattern. These machines also 
can print words or legends, and some 
perforating models are offered. 

Check Devices: Improvement in ex- 
isting models, and development of new 
ones, have highlighted manufacture of 
this line of office equipment in recent 
years. Specialized models cancel checks, 
invoices, notes, passbooks and the like, 
and are used to validate purchase ord- 
ers, to receipt insurance premiums, bills 
of lading, freight waybills, to mark 
coupon payment books for banks and 
loan companies, and to code various 
material, such as packaged food, chem- 
icals and drugs. The machines include 
endorsers, signers, writers, and protect- 
ors, some of the perforating variety. 
Convertability of many models allows 
them to double as endorsing and sign- 
ing machines, or to be adapted for a 
Variety of other purposes. 

The amazing growth of personal 
checking accounts has accelerated a 
primary need for development of prop- 
‘t precautions on the part of the payer 
in check preparation. Fraud cases have 
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Above: The Ajax Electric Quick-Set 
can be supplied with changeable word 
cylinder and slides, or fixed die plates. 
Right: The Heller Roberts Series 
400” indicates current interest in de- 
velopment of automatic portable elee- 
trie perforators. 


increased alarmingly in recent years: 
and the low-cost check protector is a 
direct approach to solution of the prob- 
lem. Protection against fraud is afford- 
ed by these machines in many ways. 
Straight- or wavy-lined backgrounds 
behind the signature, maceration, ser 
ration, multi-colored imprint of signa- 
tures, use of special paper to detect 
erasures—these are several of the most 
popular, and successful, means of pre- 
venting forgery or fraudulent tamper- 
ing. Other machines, such as the auto- 
matic feed perforator models, have 
been developed to provide a safe means 
of canceling the increasing proportion 
of punched card checks. 

In other instances, machines have 
been devised which include a printing 
head capable of being interchanged 
with a postage meter, and the units 
become mailing machines for envelopes 
and parcels. Several models, especially 
suited for use in the larger companies, 
stack checks after imprinting in orig- 
inal sequence. Variable speed control 
and ability to sign checks, vouchers, 
et al, in strips, or as continuous forms 
and letters, add to their attractiveness 
for the busy executive. 

In the listings which follow, an in- 
dication of the current interest in ex- 
panding the usefulness of these ma- 
chines in promoting integrated data 
processing is apparent. The nature of 
equipment offered by major manufac- 
turers in these three fields embraces 
a wide range of units which could 
easily become a major component in 
an office’s automated procedures. 


The Manufacturers 
Numbering Machines 
The Acromark Co., 9-13 Morrell 


St., Elizabeth 4, N. ]. Wide selection 
of stamping, marking and numbering 
tools and machines, largely for indus- 
trial purposes. 

Ajax Business Machines, Ine., 112 
Magnolia Ave., Westbury, N. Y. Two 
lines of Ajax numbering machines, 
both with 2 models each, electrically- 
powered and triggered by insertion of 
document. Various models can print 
3/16-in., M-in., and %-in. figures. 
Some include dates, and wheels may 
be engraved to order and specification. 
Consecutive, duplicate, triplicate, quad- 
ruplicate or “quick-set” methods of 
numbering available. Die plates, word 
cylinders and slides are features of 
some models. Price range: First line, 
$195 to $229; Second line, $295 and 
up. 

American Bank Equipment Co., 
5408 Jefferson St., Philadelphia 31. 
Seven models of the A-B E Perforator 
are offered. Hand, electric and foot 
pedal power used, and all are triggered 
by insertion of document. From 1- to 
16-numeral capacities. Wide range of 
symbols, dates or price figures avail- 
able, as are various methods of num- 
bering. Visibility of number setting is 
a feature. Price range: $98.50 to 
$3,000. 

American Numbering Machine Co., 
Shepherd & Atlantic Aves., Brooklyn 
8, N. Y. Three lines—the American 
Visible, “5 in 1,” and American Speed 
Set—all with at least 2 models each. 
All are hand-powered, featuring a 
1/16-in. to 11/32-in. range of printing 
measurements. Maximum number of 
wheels is 23, varying according to size 
of digits. In the American Speed-Set 
line, numbers are changed by levers 
which are geared directly to wheels. 
Visibility featured on American Visi- 
ble line, while “5 in 1” line offers 5 
movements in each machine. 
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Two popular models of time recorders 


are pictured here. Top shows the 
Eclipse Time Stamp machine, the bot- 
tom shows the “Jobmaster” model, 
featuring clock face and lock. (Pic- 
tures by courtesy of Joslin and Cin- 
cinnati: Time.) 


Ameurope, Inc., 535-543 Communt- 
paw Ave., Jersey City 4, N.]. Various 
models of numbering machines, in- 
cluding Model AA-306L, which fea- 
tures lock wheel and 3/16 in. high 
figures. All machines available with 5 
and 6 wheels, Gothic or Roman type, 
forward or backward movement. Let- 
ter slides, letter wheels, skip wheels 
offered. 

Bankers & Merchants, Inc., 3227 N. 
Sheffield Ave., Chicago 13. Four mod- 
els of hand-powered machines, featur- 
ing letter wheels. Range of printing 
measurements: 3/16 in. to 5/32 in. in 
height. Repeat, duplicate and triplicate 
methods of numbering available, all 
interchangeable by means of selector 
bar. All feature clearing attachment 
to return numerals and characters to 
zero automatically. Price range: $9.95 
to $19.95. 
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Bates Mfg. Co., Orange, N. ]. Bates 
offers at least 12 models, each hand- 
powered and available with up to 14 
digits. Special symbols can be made 
to order; replaceable steel engraved 
wheels and die plates may be obtained 
on special order. 

The Cincinnati Time Recorder Co., 
1733 Central Ave., Cincinnati 14, Ohio. 
Cincinnati offers the Model 3900 Num- 
bering Dater and Model 3950 Number- 
ing Machine. “Feather Touch” trip 
is actuated by insertion of document, 
or “Tele-Trip,’ an external touch 
plate to effect electrical registration, is 
available. Variety of figure measure- 
ments. Model 3900 prints year, month, 
date and numerals; Model 3950 prints 
numerals only, but can be fitted with 
additional symbols or other fixed type. 
Each can be fitted with upper and/or 
lower die plate, or 6-sided word cylin- 
der in place of upper die plate. Nu 
merous methods of numbering avail- 
able, and all models can be equipped 
with number advance repeat switch 
which provides cut-out of number 
advance. All number and type wheels 
hand engraved to specification and 
interchangeable. Removable slug type 
die available in lower die position, 
insertable and removable from out- 
side of stamp. Stamps can be equipped 
with external date set wheel, and 
equipped with position guides. Price 
range: $170 to $185. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood, Chicago 40. Eighteen 
models each of the 300 Series Perfora- 
tors and goo Series Perforators. The 
300 Series is electrically-powered, trig- 
gered by insertion of document. The 
goo Series is manual. Range of print- 
ing Measurements: .315 X .147 in., to 
421. xX .271 in. Models capable of 
marking additional, fixed information 
on separate line. Six models in each 
line feature consecutive numbering; 
remaining models are manually set. 
Perforation insures permanency of 
marking on set of manifold forms with 
as many as 20 copies. Carbon ribbon 
attachment available. Price range: 300 
Series, $630 to $1,750; goo Series, $332 
to $1,452. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 


Defiance Machine & Tool Co., 192 


S. Vandeventer Ave., St. Louis vo. The 
Automark line of steel stamping 
equipment for industrial purposes, 


Force Western, Inc., 216 W. Jackson 
Blud., Chicago 6. The Powermatic 
line, featuring up to 12 wheels, has 
been available from this company, 
Current details not available at press 
time. 

William A. Force & Co., Inc., 26 
Nichols Ave., Brooklyn 8, N. Y. Mod- 
els 150 and 200, and the Paragon and 
Columbia lines available from this 
company. Wide variety of numbering 
methods available, and dates may be 
included in several of the Paragon 
models. The company has developed 
a hand-operated machine for vertical 
terminal digit indexing, designed to 
aid numbering along the outside edge 
of folders or dividers used in open 
shelf filing. Also, another machine 
which provides for encoded number. 
ing, with numerals appearing in the 
5-channel code used in some integrated 
data processing systems. Magnetic ink 
can be used. 

Heller Roberts Mfg. Corp., 700 |a 
naica Ave., Brooklyn 8, N. Y. The 
Roberts lines (E-21U and E-77) fea 
ture hand, electric or foot pedal power, 
with printing ranges measuring 3/16 
in. or 5/16 in. Up to 13 methods of 
numbering are available in the E-77 
line. Dash and/or letter wheels, print- 
ing in Gothic or Roman, available in 
both lines; the E-77 also features die 


plates, 178 x 14% in. Prices range: 


International Business Machines 
Corp.’s new 8200 Time Punch punches 
employee payroll and job cost data on 
IBM ecards at the source of these op- 
erations, permitting automatic ac 
counting and record keeping. The unit 
can operate as an individual recorder 
or as part of an existing IBM time 
system. 
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£21U, $199.50 to $272.50; E-77, $410 
10 $650. 

Douglas Homs Co., 326 Jackson St., 
San Francisco 11, Calif. More than 
yo numbering machines, combination 
aumbering and dating machines and 
automatic dating units, all featuring 
smovement numbering action. A new 
lever action machine, the Model 175, 
and a visible dial machine are among 
newer products. An_ electrically-pow 
eed machine, capable of numbering 
andor numbering and dating a wide 
variety of paper stocks, from air mail 
weight to cardboard, is a new innova 
tion. It is controlled by an “electric 
ee,” actuated when paper is inserted 
into the machine, and can print up to 
jooo stampings an hour. A great vari- 
ety of special symbols can be furnished, 
as well as machines with all types of 
die plates and with figures in both 
Roman and Gothic. 

Lathem Time Recorder Co., 76 3rd 
St, NW, Atlanta 8, Ga. The 7700 
Series features dual registration and 
advances automatically. It carries up 
to 8 digits, with any combination of 
letters, dashes or numerals available. 
Features consecutive movement and 
can be equipped with stop switch to 
repeat numerals. Machine can be 
equipped with upper and lower die 
plates, or 6-sided word cylinder in 
place of upper plate. Removable plate 
wailable. Type section swings upward 
so that type wheels maybe set from 
direct reading. 

Pitney-Bowes, Inc., Walnut & Pacific 
Sts, Stamford, Conn. Three lines: 
Tickometer Counting and Numbering 
Machines (electric), the RTPH Print- 
ing and Counting head for standard 
postage meter machine (electric), and 
the DU Printing and Counting Ma- 
chine (electric or hand feed). Featured 
is continuous automatic feed with 
printing and counting mechanism, ac 
uated by insertion of document. The 
Tickometer counts and prints to 100,- 
000,000 in material sizes measuring 1 
¥2 in. to 15 x 15 in. Consecutive and 
tepeat numbering offered. Special fea- 
lures include attachments for one ma- 
thine sign, code, number, cancel en- 
dorse, cut, shingle, batch count and 
“ore. Special modifications available 
© meet a variety of needs. Speeds up 
© 1000 a minute. The RTPH can 
print checks or stubs to 8 x 15 in.; 
long printing area, % in. to 8 in. Re- 
peat numbering a feature. An addi- 
tonal head makes the machine a com- 
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bination postage metering machine 
and imprinting machine. The DU line 
can accept material sizes from 2 x 3% 
in., to 6 x 13% in. Repeat number- 
ing and speeds up to 500 a minute are 
features. Price range: Tickometer, 
$1,460 to $3,000; RTPH, $285 to 
$1,560; DU, $1,450. 

Pryor Marking Products, 434 S. 
Wabash Ave., Chicago. The Power- 
mark line, in 3 models, features elec- 
tric power and date symbols. Price 
range: $225 to $375. 

Rapidprint Time Recorders, Inc., 
P. O. Box 380, Middletown, Conn. 
Six models of the Rapidprint line, 
electric- or hand-powered, available. 
Characters are 3/16 in. in height, with 
up to 12 wheels (numbersy or letters) 
available. Many methods of number- 
ing featured in all models; external 
manual lever to advance numbers in- 
dependently of stamping action avyail- 
able on some models. Special features: 
Interchangeable wheels; availability of 
removable upper/lower die plates: 6- 
sided word cylinder. Gothic type print- 
ed by all models. Price range: Electric, 
$173 to $202; hand, $99.75 to $113. 

Simplex Time Recorder Co., 50 S. 
Lincoln Ave., Gardner, Mass. Simplex 
has offered more than 100 models of 
numbering machines and a line of 4 
models of electric number stamps. 
Current details not available at press 
time. 

Weber & Son, 1166 Broad St., New- 
ark 5, N. ]. Electric numbering ma- 
chine, offering electric-solenoid power. 
Machine triggered by choice of inser- 
tion of document, foot switch, or touch 
plate. Choice of 6 to 12 wheels offered. 
Capable of printing date only, number 
only, date and number, or wheel unit 
can be interchanged for combination 
of these. Variety of numbering avail- 
able, as are guides to set depth and 
location of numbers. Price range: $755 
to $995. 


Time Recorders and Stamps 

Ajax Business Machines, Inc., 112 
Magnolia Ave., Westbury, N. Y. The 
Ajax electric time recorder, indicating 
hours and minutes, prints numerals in 
straight line print. For use in mail- 
rooms, the machine is triggered by 
insertion of document, and features 
die plates, word cylinders and slides, 
lock and visible clock. 

Caleulagraph Co., 306 Sussex St., 


Many new check device machines are 
designed to handle entire check dis- 
bursing operations. Automatic check- 
stacking. insertion of material into 
pay or regular envelopes are a few 
of the newer features. (Picture by 
courtesy of Pitney-Bowes.) 


Harrison, N. ]. The “Calculagraph,” 
a self-contained timer which auto- 
matically computes elapsed, or working 
time, in addition to actual clock time. 
It prints a permanent card record of 
ithe time of day, when an elapsed time 
record begins, and finishing and total 
elapsed time. 

Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio. 
This company produces the Sentinel 
Job Recorder, Jobmaster All-Electric 
Job Recorder, Clipper Consecutive 
Spacing Recorder, Paymaster Auto- 
matic Payroll, and Sentinel Go, a port- 
able. The latter is a DC battery-con- 
trolled model. Hand-lever registration 
on Sentinel models; all others are trig- 
gertripped by insertion of time card. 
Recorders print day of week, or month 
and date, plus hours, 1-12, 0-23 or 1-24; 
minutes, or tenths or hundreds of an 
hour. Machines may be used for job 
or payroll purposes. All available 
with 2-color registration, plus “Color 
Magic Quick Audit” feature. Tym-an- 
Dater Models can be equipped with 
upper and/or lower die plate, or with 
6sided word cylinder for selection of 
any one of 6 engraved wordings. Mod- 
el 3500 Tym-an-Dater equipped with 
clock dial time indicator. Price range: 
$110 to $370. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood, Chicago 40. Six models 
each of the 300 and goo Series Perfora- 
tors. The former series is electric; the 
latter, manual. Numerals for the hour 
followed by single punches indicating 
the quarter hour. Designed for use at 
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any receiving or dispatching point 
where papers must be marked. Speed 
is a feature, since machines can mark 
up to 20 papers at a single stroke. Any 
desired fixed wording can be marked 
in separate line. Price range: 300 
Series, $535 to $770; goo Series, $237 
to $472. 

The Dorson Corp., 605 W. Wash- 
ington Blvd., Chicago 6. Two Dorson 
Jr. Time Stamps, one hand-set, the 
other key-set, are offered. Both are 
spring-powered, featuring clock dials. 
Designed for use in mailrooms and 
shipping departments. 

International Business — Machines 
Corp., 590 Madison Ave., New York 
22. In addition to a line of time stamps, 
job cost recorders, combination job 
cost-attendance time recorders, and 
attendance time recorders, IBM recent- 
ly introduced the 8200 Time Punch, 
which punches employee payroll and 
job cost data on IBM cards at the 
source of these operations. This per- 
mits automatic accounting. The 8200 


Top to bottom: Cummins’ 300 Series 
Perforator, Friden’s new endorsing 
machine, and a Rapidprint check 
signer indicate wide range of equip- 
ment available. 


will operate as an individual AC “plug- 
in” unit or as part of an existing IBM 
time system. Purchase price of the 
machine is $1,250. (For complete de 
scription of the IBM 8200 Time Punch, 
consult December's Office Manage- 
ment, p. 79.) 

A. D. Joslin Mfg. Co., Manistee, 
Mich. The Joslin Eclipse Time Stamp 
consists of 2 models, stem-set and key- 
set. Manually-operated, the machines 
feature spring wound, jeweled 40-hour 
clock movement and clock dial. Name 
dies can be furnished with company 
or departmental designations. Particu- 
larly useful in mailrooms, or for tim 
ing telephone messages, interdepart- 
mental orders and requisitions. Price, 
$35, including Federal excise tax. 

Lathem Time Recorder Co., 76 3rd 
St., NW, Atlanta 8, Ga. An electric 
model, the 3800 Series, furnished with 
either push plate or trigger. Prints 
day of week or date of month, in 
combination with standard or conti- 
nental time (0-23), and 
tenths or hundredths of hours. A year 
wheel also can be included. Machine 
registers in 2 colors, red and blue; for 
use in payroll or job timekeeping. 
Price: $175. The 7600 Series Time 
Stamp records year, month, date, AM 
or PM, hours and minutes. Stamp can 
be equipped to print half seconds or to 
print the month and date in combina- 
tion with a 5-digit automatic number- 
er. Upper and lower die plates avail 
able. 

The Moses Electronics Co., 330 Lo- 
cust St., Hartford 1, Conn. The Con- 
Trol-Ear Model CM-X Time Teller, 
which automatically measures the actu- 
al productive time of office machines, 
from standard typewriter to large com- 
puter equipment. Non-productive time 
automatically erased; operation takes 
place through direct vibration Con- 
Trol-Ear Pick Up, which tapes onto 
convenient external surface of the ma- 
chine electrical connections required. 


minutes, 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 


Remote location possible, and machine 
is available alone or with Record-O. 
Chart for recording exact time of day 
or night that production takes place. 
Price range for machine: $100. 
Rapidprint Time Recorders, Inc., ?. 
O. Box 580, Middletown, Conn. Five 
models of time recorder, electric- or 
spring-powered, are offered by Rapid. 
print. Some models available triggered 
by electric foot switch or by a touch 
bar on the machine. Standard time 
featured, in hours and fractions of 
hours and minutes. Military time and 
clock dial a standard in some models. 
Die plates, 6-sided word cylinders, and 
clock face available. 
mechanism, locked in case, and auto- 
matic ribbon 
among — special 
models. 
Simplex Time Recorder Co., 50 S. 
Lincoln Ave., Gardner, Mass. Twelve 


Time-keeping 
advance and _ reverse 


features of certain 


models, all featuring electric synchron 
ous motor and 8-day spring-driven 
power, have been manufactured by 
Simplex. Current details not available 
at press time. 

Stromberg Time Corp., a subsidiary 
of General Time Corp., Thomaston, 
Conn. The Unitrip, Autospeed and 
Line-a-Matic lines may operate inde- 
pendently as single units or as part of 
a master time system. They are de- 
signed to provide primary time records 
of employees. Automatic positioning 
and printing of symbols and _ words 
are among special features. 


Check Devices 


Ajax Business Machines, Inc., 112 
Magnolia Ave., Westbury, N. Y. One 
model of Ajax, and 4 models of Ajax- 
Hercules check devices offered. All 
hand-powered, the Ajax model is used 
for signing or endorsing. Interchange- 
ability of die plates from signing to 
endorsing, electric counter and_ lock 
featured. The Ajax-Hercules models 
certify checks by serration, plus back 
and front impression. Double locks, 
printing counter, and capability of 
wheels to be engraved for foreign cur 
rency featured. Price range: Ajax, 
from $215; Ajax-Hercules, $210 t 
$350. 

American Bank. Equipment Co. 
5408 Jefferson St., Philadelphia 3}. 
Seven models, used for canceling, I 
ceipting, coding, dating, numbering 
and marking. Protection by perforation 


offered; hand and/or electric powe! | 
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wed in printing. Speed of operation 
jbout 20,000 an hour. Special features 
include changeable dates or numbers 
ind “key-word selection.” Price range: 
$98.50 to $3,000. 

Applied Research Corp., 2609 W. 
wth St. (Box 1316), Erie, Pa. Two 
Perma Print check protectors, featuring 
“alter-proof” numeral design with in- 
ddible ink for protective purposes. 
Hand power used in check feeding 
and printing. Patented porous-rubber 
printing medium a_ special feature. 
Price: $29.50. 

Checkwriter Co., Inc., 565 Broad- 
way, New York 12. Three models in 
the Protex line offer hand-powered 
printing and automatic electric trig- 
gering in check feeding and printing. 
Wide range of currency symbols avail- 
able; solenoid coil in motor a feature. 
Speeds up to 5000 an hour. Price: 
$267.50. 

Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio. 
Cincinnati’s VPR Stamp line includes 
Model 3840 Validate-Proof-Receipt 
Bank Stamp for validating multi-copy 
deposit tickets; Model 3850 Bank En- 
dorser Stamp; Model 3960 Bank Certi- 
fication Stamp; Model 3700 Bank Sig- 
nature Stamp; and Models 3500 and 
3600 for safe deposit vault records. 
Electrical registration through ink rib- 
bon supplies protection. Hand power 
used in feeding checks; electric power, 
in printing. Machines can be triggered 
by insertion of document, or can be 
equipped with “Tele-Trip” touch plate 
feature. Availability of position guides 
a feature. Price range: $110 to $205. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood, Chicago 40. The 300 and 
goo Series Perforators, and Model 230 
Cansamatic Rotary Perforator avail- 
able. All are cancelling machines. First 
two lines offer perforation as means 
of protection; the Cansamatic perfor- 
ates PAID, and date and transit num- 
ber or initials are printed. Electric 
switch on Cansamatic automatically 
starts machine when checks are intro- 
duced, and shuts machine off when 
last check is fed through. Average 
rates of speed: 300 Series, 15,000 an 
hour; goo Series, 5000 an hour; Cansa- 
matic, 400 a minute. Features of Can- 
samatic include automatic stacking in 
sequence of checks. Price ranges: 300 
Series, $535 to $770; goo Series, $237 
to $472; Cansamatic, $2,500. Cummins 
also produces 270 Series Check En- 
dorsers, 270 Series Signing Machines, 
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and 250 Series Signers. Specialized 
background available for protection. 
All models are electrically-powered in 
printing, some with automatic feed. 
Average rates: 270 Series Check En- 
dorsers, 375 a minute; 270 Series Sign- 
ing Machines, 300-400 a minute; 250 
Series Signers, 5000-6000 an hour. Re- 
movability of endorsement dies and 
convertibility of units are features of 
certain models. Price range: 270 Series 
Check Endorsers, $1,250; 270 Series 
Signing Machines, $1,350 to $1,850; 
25¢ Series Signers, $435 to $730. The 
250 Series Endorser, priced from $435 
to $595, offers automatic inking, used 
in endorsing checks for deposit. 

Friden, Inc., 1 Leighton Ave., Roches- 
ter, N. Y. The Endorsograph, Models 
NC and NX, for endorsing or cancel- 
ling checks. Hand power used in feed- 
ing checks, electric power in printing. 
Variable speed control matches ma- 
chine speed to that of operator or the 
office machine with which it is used. 
Position of endorsements on check 
may be selected to eliminate oblitera- 
tion of previous endorsements. Aver- 
age rate: 165 to 225 checks a minute. 
Special features: Selective positioning 
of endorsement; stacking of checks in 
original sequence; _ interchangeable 
printing head cylinder; built-in wheel 
type date unit and numerical wheels; 
use for straight endorsing or cancel- 
ling, in conjunction with adding ma- 
chines or posting machines, or in com- 
bination with commercial microfilm- 
ing machines. 

Hall-Welter Co., Inc., 42 Mt. Hope 
Ave., Rochester 20, N. Y. Speedrite 
check writers and Checksigno check 
signers. Serration and maceration of- 
fered for protection. Machines are 
available in a wide range of foreign 
currencies and include models that 
provide up to 12 currencies in the same 
unit. 

The Hedman Co., 1158 W. Armi- 
tage Ave., Chicago 14. Hedman has 
manufactured the Premier Electric 
check signer. Current details not avail- 
able at press time. 

Heller Roberts Mfg. Corp., 700 Ja- 
maica Ave., Brooklyn 8, N. Y. Seven 


Next Month: 


Water Coolers 


Tools of the Office 


models of the American line, for can- 
celling and dating, or endorsing. Spe- 
cial features of certain models include 
word and die changeability, locking 
counters, currency 
symbols, and automatic stacking. Price 


devices, foreign 
range: $500 to $1,725. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. The Executive writing 
Lansdale. 
Hand-operated in both check feeding 
and writing procedures, the machine 
perforation for 
Price, $9.95. 

Monroe Calculating Machine Co., 
Inc., 555 Mitchell St., Orange, N. ]. 
This company has supplied the D-io- 
ww Keyboard check writer. Current 
details not available at press time. 

Pitney-Bowes, Inc., Walnut & Pacific 
Sts., Stamford, Conn. The Tickometer, 
RTPH and Automatic Check Inserting 
Machine, for signing, dating, endors- 
ing, routing and inserting material 
into pay envelopes or regular mailing 
envelopes. Locked printers and count- 
ers and signature plates provide pro- 
tection in certain models. Automatic 
electric power used in check feeding; 
continuous electric power, in printing. 
Average rates: Tickometer, to 600 a 
minute; RTPH, 175 a minute, Auto- 
matic Check Inserting Machine, to 100 
a minute. Automatic stacking, locks, 
counts, types and signatures available 
on order, and inclusion of an addition- 


machine is produced by 


features protection. 


Perforation machines, besides offer- 
ing their own protection, are now in 
wide use for a variety of numbering- 
and check-operation purposes. Above 
is one such machine from American 


Bank. 
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al printing head to make units a com- 
bination postage metering and imprint- 
ing machine are special features of 
some models. Price range: Tickometer, 
$1,460 to $2,210; RTPH, $285 to 
$1,560; Automatic Check Inserting 
Machine, about $700. 

Rapidprint Time Recorders, Inc., 
P. O. Box 580, Middletown, Conn. 
The Rapidprint signing-endorsing ma- 
chine, in 2 models, uses hand power 
in feeding, electric power in printing. 
Case lock standard in both models. 
Interchangeable die plates and adjust- 
able check guides available. Price 
range: $142.50 to $205.50. 

Safeguard Corp., Lansdale, Pa, Four 


models of Chek-gard line of check 
writers. Machines are available in wide 
variety of foreign symbols, with ink 
cartridges easily inserted. Single opera- 
tion both cuts and cleans. 

Simplex Time Recorder Co., 50 S. 


Lincoln Ave., Gardner, Mass. Simplex 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 


has offered a line of signature and 
endorsing stamps. Current details not 
available at press time. 

The Todd Co., Inc., P. O. Box gto, 
Rochester 3, N. Y.  Protectograph, 
Blue-Streak and Imprinter lines of- 
fered. Protection afforded by serration 
and platen with penetrating ink. Avail- 
ability of counters; automatic stacking; 
electric feed by means of belt, and in- 
jection by means of belt drive are fea- 
tures of certain models. Both hand 
and electric models, triggered by a 
hand switch, are offered in the Pro- 
tectograph line; printing in the remain- 
ing 2 lines is electrically-powered and 
triggered automatically. 


Forms— 

(From page 31) 
printed and distributed to all operating 
personnel along with information ad- 
vising them that it was to be used to 
assist them in their forms analysis. 
This booklet proved to be valuable as 
a checklist for operating personnel 
when they reviewed forms in their par- 
ticular operations. In reviewing a form 
without some type of checklist it is 
difficult to remember if the form has 
incorporated in it all the favorable 
features which are possible. 

Not only was this booklet helpful 
to operating personnel in reviewing 
their forms, but it was also helpful to 
the Forms Control Staff in connection 
with various forms analyses they were 
conducting. 

After the booklet had been in cir- 
culation for several weeks, the Forms 
Control Staff noticed more and more 
operating personnel bringing forms 
copy to the Forms Control Section and 
calling attention to the fact that the 
proposed copy was the result of con- 
solidating three, four, five or even six 
different forms. In most instances, 
operating personnel stated that the 
booklet proved to be very helpful in 
forms consolidations which they had 
effected. 

The booklet consisted of four differ- 
ent parts covering the following sub- 
jects: (1) Preparing for forms analysis, 
(2) elimination of forms, (3) combin- 
ing forms, and (4) improving forms. 

Part One of the booklet listed four 
very simple basic steps to be followed 
in connection with the preparation for 
forms analysis. 

Step 1 called for collecting all forms 
samples which were to be analyzed. 


This included all numbered and any 
50 


unnumbered forms, as well as en- 
velopes. 

Step 2 called for the sorting of all 
forms. Forms were to be sorted by 
subject and then filed together by sub- 
ject. 

Step 3 called for the cataloging of 
forms. This step required stapling or 
gluing a sample of each form to a 
sheet of paper which would fit into 
a three ring loose leaf notebook. It 
was asked that all related forms per- 
taining to the same subject be kept 
together in separately tabbed _ sections 
of the notebook. Operating personnel 
were advised that this notebook with 
form samples could serve as a conve- 
nient source to work from in analyz 
ing forms and also would serve as a 
permanent forms catalog for regular 
periodic reviews of forms used in com- 
pany operations. 

Step 4 called for the analysis of 
forms. Operating personnel were re- 
quested to analyze each group of re- 
lated forms for: (a) elimination, (b) 
combination, and (c) improvement. 

Part Two of the booklet, which cov- 
ered forms elimination, requested oper- 
ating personnel to determine if the 
forms being analyzed were susceptible 
to any of the following items: 

1. Obsolescence—What is the pur- 
pose of the form? Is the end result 
achieved ‘by using this form essential 
to the operations of the company? 
Perhaps the form has outlived its use 
fulness and may be discontinued be- 
cause it is now obsolete. 

2. Substitution—If the end result 
achieved by using the form is essential 
to company operations, can some other 
form already in existence be used just 
as efficiently? This will reduce the 
total number of forms in use. The 


use of large numbers of different forms 
can lead to operating inefficiency and 
confusion. 

3. Procedural Change—Can a pro- 
cedure in which a form is used be 
changed slightly with no loss of eff 
ciency, and at the same time result in 
the elimination of one or more forms? 

4. Blank Paper—li a torm is simple 
in format and is seldom used, it may 
be more practical to use a blank sheet 
of paper instead of spending consid- 
erable time trying to locate a copy of 
a form which is seldom used. Fre- 
quently, and at less cost, the use of a 
rubber stamp and blank paper can be 
substituted for a preprinted form. 

5. Flow Charts—li the necessity of 
a certain form is in question and a 
close look at the procedure in which 
the form is required to provide neces 
sary information, a flow process chart 
should be used. If the flow of a multi- 
ple part form is to be studied, a forms 
distribution chart should be prepared. 

Part Three covered the “how” of 
combining forms. This section con- 
tained many graphic illustrations show- 
ing “before and after” samples of 
forms consolidations. 

Illustrations of the five basic meth- 
ods for combining forms and combina- 
tions of these methods were incorpor- 
ated in this section. Operating pet 
sonnel were advised that if the form 
could not be eliminated, perhaps it 
could be combined with some other 
related form or forms. The illustra- 
tions in this booklet were selected for 
their simplicity in graphically present- 
ing basic methods of forms consolida- 
tions. There were many forms con 
solidation situations in the company 
that were highly complicated and in- 
volved but these were not shown be- 
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Who’s in there 
with 
Charlie? 


The Marchant Man—called in to demonstrate 


how quickly and accurately Marchant calculators can turn out the figurework in Charlie’s department 


Marchants are especially well suited to Charlie’s needs. 

They speed volume figurework by delivering answers faster, 
with complete assurance of accuracy, and with remarkable ease 
of operation. These are the unique benefits of Marchant’s ex- 
clusive proportional-gear mechanism, which operates smoothly 
throughout the calculating cycle. No continual jarring start 
and stop; utmost dependability, longer life. 


% 


53) MARCHANT 


CALCULATORS. inc. 


CAKLAND 8, CALIFORNIA 


Fully 
Automatic 
Marchant 

Figuremaster 


Modern Management Counts on Marchant 


The extraordinary efficiency and dependability of Marchant 
calculators will enable Charlie’s department to keep on top of 
even the roughest figurework loads. 


TAKE A TIP FROM CHARLIE — MAIL THIS COUPON TODAY 


— 4 7 oe Po EE OO OOO TOOTS LS TS LS ST 


: MARCHANT CALCULATORS, INC. + OAKLAND 8, CALIFORNIA 

| [ You may have the Marchant Man arrange to demonstrate 

| a Marchant calculator on our own figurework. Absolutely 
no obligation on our part. 

| (0 Please send me free descriptive literature on Marchant 

calculators. E-2 


| 
| 
| NAME 
| 
| 


PLEASE ATTACH COUPON TO YOUR COMPANY LETTERHEAD 
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cause they would not have illustrated 
the point as clearly as some of the 
more simple illustrations. 

Part Four of the booklet covered 
many different forms improvement 
suggestions. In addition to information 
on the steps that should be followed 
in preparing for the analysis of forms, 
and on the methods of eliminating 
and combining forms, the booklet con- 
tained a check list section of items 
that should be observed when attempt- 
ing to improve the design of forms 
or make forms more economical to 
manufacture. 

The information on forms improve- 
ment suggestions covered such items 
as: 

1. Eliminating any unnecessary 
copies of forms. Eliminate all unnec- 
essary copies of forms. Only one writ- 
ten operation may be needed to com- 
plete a form and five copies. If the five 
copies are kept in the company, this 
will require distribution of the five cop- 
ies, perusal of the five copies by five 
different people, and filing five copies 
in five different locations. Reducing the 
number of copies decreases clerical 
costs for handling and filing, reduces 
the amount of filing space needed and 
reduces paper and printing costs. 


2. Checking the form with actual 
users. Make certain that all persons 
who will use a form are consulted and 
are in agreement on all parts of the 
form before forms copy is submitted 
for printing. After type has been set 
by the printer any changes in the form 
requires additional composition time 
which increases the cost of the form. 
The time to make corrections on a 
form is before it is sent to the printer 
and not after. Copy for a new or re- 
vised form should be clear, legible, 
and exact before being submitted for 
reproduction. 

3. Including only necessary items on 
the form. Eliminate all unnecessary 
information from forms copy before 
it is submitted for reproduction. Every 
item that must be filled in causes addi- 
tional work for the user. It also puts 
an extra burden on the person taking 
information from the form because he 
must read through unnecessary infor- 
mation to get at the pertinent data. 
The more items there were on a form, 
the less important each one appeared. 

4. Using box type layout and ballot 
boxes. Operating personnel were re- 
quested to use box style and ballot box 
layouts for forms. Box type and ballot 
box layouts were the standard adopted 


by the company. Box style forms lay. | 
out has the following advantages: 

(a) Provides a uniform left-hand 
margin and avoids “staggering” when 
the form is typed. 

(b) Saves space horizontally. 

(c) Facilitates use of typewriter tab. 
ular stops. 

(d) Clearly defines areas for entries, 

Ballot box style has numerous ad- 
vantages also. When definite pre-select. 
ed answers are desired, ballot boxes 
can be used to advantage. 

Ballot boxes save time for the writer; 
and, because all the information jis 
stated uniformly, they save the time 
of the person interpreting the informa 
tion after the form has been completed. 
In connection with ballot box. style 
design, operating personnel were ad- 
vised that the standard placement for 
ballot boxes was at the left of the 
items which were pre-printed on the 
form. 

5. Arranging typing in horizontal 
sequence, on as few lines as possible. 
Originators of forms were asked to 
keep in mind the “frequency of use 
sequence” when arranging preprinted 
items on a form. When no other form 
is used in connection with the form 


(To page 57) 
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eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. .. consecutive, duplicate, 
repeat action. 
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& CO. Incorporated 
216 Nichols 


hes 
Sales Offices NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 


| 731 So. Spring St. 


Introducing 
materials and methods to office workers 
and executives. 


STEP 
THE FUTURE 


with the 


11th ANNUAL 
SOUTHERN CALIFORNIA 
BUSINESS SHOW 


Ambassador Hotel 
New Convention Center—Los Angeles 
February 25, 26, 27, 28, 1958 


new business machines, 


Multimillion dollar display of business 
machines and office equipment by over 
50 companies. 


Sponsored by: 


National Association of Accountants 
LOS ANGELES CHAPTER 


Los Angeles 14, Calif. 
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NEW 
MOSLER 
REVO-FILE 
obsoletes 

all other 
systems 


Only Mosler’s Revolutionary rotary active card file can: Cus 
reference time to 1% seconds. Revo-File makes flap-flipping and 
tub-tugging old-fashioned. One quick spin gives you your card. | REVO-FILE DIVISION + THE MOSLER SAFE CO. 
Save 500% in space. Mosler Revo-File contains five times as Department OM-258, 320 Fifth Avenue, New York 1, N. Y. 
many cards as other systems hold in the same space. Reduce all | Gentlemen: | hove 2,500 or more cards and— 
finding locations to just one. Clerks work comfortably seated. Oe interested ina free [| 1am tetorested in eddi- 
Revo-File brings the cards to them! The one finding location is at 30-day office trial of tional information on 
z | Mosler Revo-File. Mosler Revo-File. 
the top of the drum. Save $200 in changeover costs. Just take | 
present cards and drop them into Revo-File. No hole-punching! | Nome —_ cnet 
No extra work! It’s amazing! Send coupon today. | 
Position — - eee 
NEW MOSLER REVO-FILE |... = | 
the modern rotary card file... | 
another fine product of The Mosler Safe Co. )  City______—_______Zene__State______-_ .s 
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cause they would not have illustrated 
the point as clearly as some of the 
more simple illustrations. 

Part Four of the booklet covered 
many different forms improvement 
suggestions. In addition to information 
on the steps that should be followed 
in preparing for the analysis of forms, 
and on the methods of eliminating 
and combining forms, the booklet con- 
tained a check list section of items 
that should be observed when attempt- 
ing to improve the design of forms 
or make forms more economical to 
manufacture. 

The information on forms improve- 
ment suggestions covered such items 
as: 

1. Eliminating any unnecessary 
copies of forms. Eliminate all unnec- 
essary copies of forms. Only one writ- 
ten operation may be needed to com- 
plete a form and five copies. If the five 
copies are kept in the company, this 
will require distribution of the five cop- 
ies, perusal of the five copies by five 
different people, and filing five copies 
in five different locations. Reducing the 
number of copies decreases clerical 
costs for handling and filing, reduces 
the amount of filing space needed and 
reduces paper and printing costs. 


2. Checking the form with actual 
users. Make certain that all persons 
who will use a form are consulted and 
are in agreement on all parts of the 
form before forms copy is submitted 
for printing. After type has been set 
by the printer any changes in the form 
requires additional composition time 
which increases the cost of the form. 
The time to make corrections on a 
form is before it is sent to the printer 
and not after. Copy for a new or re- 
vised form should be clear, legible, 
and exact before being submitted for 
reproduction. 

3. Including only necessary items on 
the form. Eliminate all unnecessary 
information from forms copy before 
it is submitted for reproduction. Every 
item that must be filled in causes addi- 
tional work for the user. It also puts 
an extra burden on the person taking 
information from the form because he 
must read through unnecessary infor- 
mation to get at the pertinent data. 
The more items there were on a form, 
the less important each one appeared. 

4. Using box type layout and ballot 
boxes. Operating personnel were re- 
quested to use box style and ballot box 
layouts for forms. Box type and ballot 
box layouts were the standard adopted 


by the company. Box style forms lay. 
out has the following advantages: 

(a) Provides a uniform left-hand 
margin and avoids “staggering” when 
the form is typed. 

(b) Saves space horizontally. 

(c) Facilitates use of typewriter tab. 
ular stops. 

(d) Clearly defines areas for entries, 

Ballot box style has numerous ad- 
vantages also. When definite pre-select. 
ed answers are desired, ballot boxes 
can be used to advantage. 

Ballot boxes save time for the writer; 
and, because all the information is 
stated uniformly, they save the time 
of the person interpreting the informa 
tion after the form has been completed. 
In connection with ballot box style 
design, operating personnel were ad- 
vised that the standard placement for 
ballot boxes was at the left of the 
items which were pre-printed on the 
form. 

5. Arranging typing in horizontal 
sequence, on as few lines as possible. 
Originators of forms were asked to 
keep in mind the “frequency of use 
sequence” when arranging preprinted 
items on a form. When no other form 
is used in connection with the form 


( To pa, Be 5 7) 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. .. consecutive, duplicate, 
repeat action. 
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Multimillion dollar display 
machines and office equipment by over 


STEP 
THE FUTURE 


with the 


11th ANNUAL 
SOUTHERN CALIFORNIA 
BUSINESS SHOW 


Ambassador Hotel 
New Convention Center—Los Angeles 
February 25, 26, 27, 28, 1958 


new business machines, 


materials and methods to office workers 


of business 
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Uz ake “x CO.. Incorporated 
216 Nichols Ave. 
Brooklyn 8, wage . 
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National Association of Accountants 
LOS ANGELES CHAPTER 
Los Angeles 14, Calif. 
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NEW 
MOSLER 
REVO-FILE 
obsoletes 

all other 
systems 
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Only Mosler’s Revolutionary rotary active card file can: Cur 
reference time to 14% seconds. Revo-File makes flap-flipping and 
tub-tugging old-fashioned. One quick spin gives you your card. 


REVO-FILE DIVISION * THE MOSLER SAFE CO. 


Save 500% in space. Mosler Revo-File contains five times as Department OM-258, 320 Fifth Avenue, New York 1, N. Y. re 

many cards as other systems hold in the same space. Reduce all Seattemen: t have 2,900 or mare cards end = 

4 . 4 ; “ 5 7 a7 © JJ © ; aud 

finding locations to just one. Clerks work comfortably seated. Oe interested ina free [| 1am tmorested in addi- al 

Revo-File brings the cards to them! The one finding location is at 30-day office trial of tional information on 
Mosler Revo-File. Mosler Revo-File. 


the top of the drum. Save $200 in changeover costs. Just take 


present cards and drop them into Revo-File. No hole-punching! a a ; . 
No extra work! It’s amazing! Send coupon today. 
Position cits helmut pensation 
NEW MOSLER REVO-FILE |... 
the modern rotary card file... 
another fine product of The Mosler Safe Co. oe —_______ dene. ote ik 
FEBRUARY 1958 For More Information From Advertisers Use Readers Inquiry Coupon on Page $9 $3 
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AUTOMATION IN THE OFFICE—Continued 


(Continued from 39) 
for either a single item searching oper- 
ation, or a repeat searching operation 
for all items having identical address 
codes. 

Selectadata also provides an assist 
to the communications field through 
reduction of the need for transmission 
of detailed coded data, the company 
relates. It is possible to use identical 
master Selectadata tapes, containing all 
the variables covering a large variety 
of products, at twe remote locations. 

This reduction of actual transmis 
sion to address codes, Friden predicts, 
will cut wire tie-up and cost. 


Underwood multiple units installed 


The first multiple installation west 
of the Mississippi of Underwood Elec- 
tronic Business Computers is under- 
way at Insurance Securities, Inc., Oak- 
land, Calif. Seven of the $25-30,000 
units were purchased late in 1957 by 
the investment management firm to 


process work now requiring 35 posting 
and accounting machines. 

According to Leland M. Kaiser, ISI 
president, a very substantial saving on 
overhead costs is anticipated, in addi 
tion to a saving of some 60 per cent 
in office space. 

Underwood Corp., New York, states 
that the new machines eliminate most 
manual operations, and compute and 
print a ledger sheet, commission state- 
ment and various reports needed by 
different departments in a single oper- 
ation. Each Electronic Business Com- 
puter is installed in three units. The 
computer section features a magnetic 
memory disk with too registers of ten 
digits each. The corresponding elec 
tronic circuit performs all arithmetic 
functions—addition, subtraction, multi- 
plication and division. The “brain” 
also performs logical operations. The 
other two units have carriages to per 
mit printing on two forms simultane- 
ously. 

The machine operates from a_pre- 


Saat 
aA ay eae 


set plastic belt, which can be slipped 
in and out of the computer in seconds, 
Underwood sets up these programs, as 
the belts are called, so that no special 
training is required of the operator. 

The machines now are available on 
a lease or straight sale basis, Under. 
wood reports. 


IBM 632 speeds invoice preparation 


A new computer—the IBM 632 
Electronic Typing Calculator—has been 
designed and introduced to handle the 
important business application of in- 
voice and order preparation. 

The machine embodies magnetic 
core “memory,” can be programmed 
to retain and type out automatically 
such items as total gross sales, taxes, 
shipping charges, invoice totals or 
other selected accumulations for man. 
agement review on a daily basis. Sim- 
plicity of operation and ease of training 
operators, International Business Ma- 
chines Corp. announces, are two of the 
most significant advantages of its com- 
puter. A typist can operate the 632 
after only a few minutes of instruction 

The machine consists of an electric 
typewriter, a ten-key companion key- 
board, the “memory” unit within the 
computer section and a program-read- 
ing device. Since numerical informa- 
tion, keyed-in on the companion key- 
board, can be added, subtracted, multi- 
plied, rounded-off and held in “mem- 
ory” for later processing, the 632 auto- 
matically types, extends, carries totals, 
computes taxes, subtracts. discounts, 
positions decimals, justifies multi-digit 
numbers and types-out results. 

Instructions and decisions for a com- 
plete application are provided by a 
plastic tape within the program read- 
ing device. The tape can be changed 
for a different office procedure in a 
lew seconds, the company continues. 
The IBM. Electric Typewriter with 
conventional — keyboard automatically 
types out the computer's calculations 
and can be used also, at any time. 
for general typewriting purposes. 

According to IBM, refinements and 
additions to the machine show prom- 
ise of extending its uses to many of 
the other important office applications 
now requiring separate calculating and 
typing operations. 

Price of the 632 will approximate 
$5,600, and delivery is scheduled for 
the second quarter of this year. 
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“Rip-Proof” Indexes Register 2 to 5 Times More Strength! 
In 5026 comparative tests made at the recent National Stationers 
Convention, Indexes, with old-fashioned paper, cloth or metal 
reinforcement, ‘pulled through the metal binding rings at 6 to 14 
Ibs. pressure. whereas, AICO “Rip-Proof’’ Indexes withstood 28 
to 34 Ibs. pressure, revealing 2 to 5 times more strength. 


®Registered Trademark, G. J. Aigner Co. Chicago 7, III. 
*Duponts Registered Trade Mark for its Polyester Coating 


“RIP-PROOF"” 


INDEX SHEETS 


Every Binding Edge Is Reinforced With 
Dupont’s Famous MYLAR* Polyester Coating 
The Toughest Of All Plastic Coatings 


* Triples The Life Of AICO Index Sheets 
%& Prevents Punched Holes From Wearing, Tear- 
ing, Ripping, Pulling Through. 
* Is Thinner, Less Bulky and Twice As Strong As 
Any Other Type Of Reinforcement 


* Yet, Costs No More Than The Old Fashioned 
eo Cloth Or Metal Reinforcement! 


AICO “Rip-Proof” Reinforcement Is 
Now Available On AICO Indexes, 
Buff Division Sheets and Also On 
The NEW White Bond And Mimeo 
Paper! 


AICO “Rip-Proof” Reinforcement 
With MYLAR Is Another FIRST 
For AIGNER! 


WRITE Dept. 21 Today For FREE Supply of AICO “Rip-Proof”’ Indexes 
All AICO Products Are Manufactured And Guaranteed By 


G. J. AIGNER CO. - est. 1909 - 426 S. Clinton St., Chicago 
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Plastic Coatings ! 


(1) AICO TYPERITE Insertable 
INDEX TABBING 


Blank Inserts Are Typewriter Spaced! 


s| 


® 


INDEXING AIDS 


e@ Save Time, Labor, Material 
On Your Indexing Jobs! 


e Make Filing, Finding, Faster, 
Easier, Handy & Convenient! 


(2) AICO TYPERITE Pre-Cut Insertable 
SHIRL RBS) 
Figo eos EP ae 


SHIELD TABS 
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8 Colors 


Blank Inserts Are Typewriter Spaced! 
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(3) AICO Loose Leaf INDEXES 
==* “tL 
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eee MEMO BOOKS, 


RING BOOKS, 
POST and 
LEDGER 
BINDERS. 
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SPECIAL 
Made-to-Order 
INDEXES. 


®Registered Trademark, G. J. Aigner Co. Chicago 7, Ill. 
*Duponts Registered Trade Mark for its Polyester Coating 


(4) AICO INDEX GUIDES 
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LETTER and 
LEGAL SIZE- 
CARD GUIDES, 
OPEN SHELF 
FILING GUIDES 
CHECK FILE and 
TABULATING 
GUIDES 


r¥élso SPECIAL Made-to-Order Guides! 


WRITE Dept. 21 Today For FREE Supply of AICO “’Rip-Proof”’ Indexes 
All AICO Products Are Manufactured And Guaranteed By 


G. J. AIGNER CO. - Est. 1909 - 426 S. Clinton St., Chicago 7, Ill. 
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uncer consideration, items were to be 
arranged in a “frequency of use se- 
quence.” Items which are always writ- 
ten should be placed first. Items which 
are not always written should be ar- 
ranged in a left to right sequence ac 
cording to the percentage of times that 
the item is written. Following this 
helps unproductive 
spacing through areas that are seldom 
filled in on the form. 

0, Using form utles which are de 
criptive of the forms purpose. Every 
form should have a title that is brief 
and descriptive of its function. The 
purpose of a form is well known to 
persons using it regularly, but a de- 
criptive title is an aid to anyone 
attempting to learn a new routine. 
Descriptive titles tend to reduce errors 
caused by using the wrong form. The 
title of the form should include the 
subject with which the form deals and 
the function of the form. For example, 
the subject of a form is “Office Mate- 
rials” and the function of the form 
is “to receipt.” The proper title in 
this case should be “Office Materials 


Receipt.” 


avoid 


Forms titles are as necessary 
to forms as are labels on canned goods 
in super markets. Without a proper 
form title it is impossible to identify a 
form properly, and difficult to control 


t 


Locating form title and form 
number in upper left corner of form. 
Since the title and number of a form 
are the two methods of positively iden- 
ifving a form, it was requested that 
they be kept together. The standard 
position for form title and number in 
the company was the upper-left-hand 
corner. 

‘. Preprinting all recurrent informa- 
ion on the form. It was requested that 
care be exercised to make certain that 
il recurrent information on forms be 
preprinted. This obviously saves work 
kecause only the changing details have 
to be written in on the form. 

\. Preparing form layout in se- 
quence with operations and related 
forms. Operating personnel were 
asked to make certain all items to be 
illed in appeared on the form in the 
order of transcription to the form. 
This eliminates unnecessary effort in 
“arching for information to be tran- 
cnbed, reduces transcription errors, 
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and saves ime when completing forms. 
This type of arrangement makes for 
a much better “Eye Search Pattern” 
on the source document. Unless the 
eye search pattern is a smooth one, it 
is very tiring to take information from 
a source document, and the error factor 
is increased greatly. 

10. Grouping all related items on 
the form. All related items on printed 
forms should be grouped together to 
facilitate filling in the form and mak- 
ing reference to it. Many times forms 
have numerous related items printed 
on them but do not have these items 
grouped together under apprepriate 
sub-captions. This results in continu- 
ous searching through the forms for 
information in which an_ individual 
has an interest. It increases tremen- 
dously the amount of time which is 
required to complete a form because 
the person filling it in has to 
read through the entire form in many 
instances to locate the one item on the 
form where he wishes to insert infor- 
mation. 

11. Spacing lines properly for hand- 
written or machine forms. Standards 
for correct spacing of forms were 
established. The standard spacing for 
typewritten —forms—horizontally—was 
10 characters per inch to accommodate 
both elite and pica typewriters. Stand- 
1; of an inch 
between writing lines for forms that 
were to be typewritten. Not only was 
this satisfactory for a form that was 
to be filled in by typewriter but it was 
also used most frequently for a form 
that was to be filled in partly by type- 
writer and partly by hand. 


ard vertical spacing was 


On the handwritten forms the spac- 
ing for forms filled in horizontally 
'. inch per character. The stand- 
ard for vertical spacing was to allow 
', inch between writing lines for forms 
completed in pencil or pen. 


was 


12. Using tabular stops for in- 
cieased typing speed.. Wherever pos- 
sible forms copy was to be prepared 
keeping in mind the use of tabular 
stops for typists. The use of tabular 
stops, particularly for large volume 
typing operations, is a great clerical 
time saver because it saves carriage 


positioning time when completing 
forms. 

13. Avoiding unproductive  type- 
writer spacing through preprinted 


areas on forms. The most productive 
typing is continuous typing from left 
to right and top to bottom on a form. 
Very frequently one will find forms 
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If your carbon copies look like the one 
on the right, you'll appreciate a change to 


SEA FOAM 
BOWL 


Sea Foam gives the maximum legible 
carbon copies —good reason why it's 
America’s favorite lightweight paper. 
You'll find too, that Sea Foam Bond 


1. Lies flat — for ease in handling 


2. Files easily — takes up less 
space in files 


3. Erases neatly 


Your office staff will like SEA FOAM 
BOND. Next time you order SECOND 
SHEETS, ask your supplier for it by name. 
It's watermarked, so 

you know you're 
getting the best. 


Write on your 
letterhead for 
samples 

Dept. O-2 
Brownville Paper Co. 
Brownville, New York 
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You can tell a Verifax Copy 
blindfolded ! 


A Verifax Copy has that ‘‘letter- 
head feel’’—is not tissue-thin 
or glossy. It’s dry . . . ready to 
use, file, or mail as soon as it’s 
made. And it’s as lasting as 
any typed record. 


You get these more usable copies fast 
as you need them with a Kodak 
Verifax Copier. 5 copies of anything in 
1 minute for just 2V¥2¢ each! And what's 
mighty important in business, too, 
these copies are complete and accu- 
rate. Signatures, notations made 
with any pen, pencil, crayon— 
even those purple duplicator copies 
—are a snap to copy. 


As for versatility, no other copier 
comes close to matching a Verifax 
Copier: You can make copies on 


Creer ete ll re 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 
Versatile Time-Saver for Busy Offices.” 


Namie 


Position 


Company 


- 
* 


Verifax Copier, Letter Size, costs only $240. Other models $148 to $395, 


both sides of a sheet, on card stock, 
on printed office forms, on trans- 
lucent “‘masters” for use in white- 
print machines. You can even make 
an offset master in 1 minute for less 
than 20¢ with a simple adapter. 
Free booklet describes 101 uses in 
thousands of offices—shows how 
savings in typing and dictation alone 
can pay for your Verifax Copier the 
first month. Mail coupon or call 
Verifax dealer, listed in “yellow 
pages’? under Photocopying or 
Duplicating Machines. 


Prices quoted subject to chance without notice 


Yerifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 


72-2 


Kodak 


Street TRADEMARK 
City State 
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in use on which typists must spend 


time spacing through preprinted areas | 


before’ the “fill-in” portion of the form 
is reached. All this takes time and js 
unproductive. It is advantageous to re. 
arrange the items on forms so tha 
all the “fill-in” portions of a form 
are together and the amount of spacing 
through preprinted areas is kept to , 
minimum. The ideal situation is « 
have all the “fill-in” portions of a form 
at the top, and all pre-printed data x 
the bottom. 

14. Using window envelopes if th 
form is to be mailed. All forms mailed 
outside the company were to be scru- 
tinized to determine whether or no: 
a window envelope could be used 
advantage. Forms should be designed 
for use in a window envelope wherever 
possible. The extra added cost of the 
window envelope over a plain envelope 
is very easily out-weighed by the cler! 
cal savings which are effected. Not 
only is typing time saved but the 
possibility of sending a form to the 
wrong individual is eliminated. 

15. Numbering preprinted items on 
forms for quick reference. On torus 
with many preprinted items, it is fre- 
quently advantageous to number each 
preprinted item on the form to facili- 
tate quick identification, This is very 
helpful when preparing office _ proce- 
dures manuals which explain what 1 
to be done to certain entries on forms. 
The numbering of preprinted items on 
forms is also very valuable when ex 
changing letters or inter-office memo- 
randa regarding a given transaction. 
Both the writer and recipient of the 
message will have a clearer under- 
standing as to what item is in question. 

16. Using standard form sizes ané 
standard paper colors. Standard form 
sizes were established for the company. 
There are dozens of form sizes tha 
are economical because they can be cu! 
from a mill size sheet of paper without 
waste. It was felt that it was desirable 
to have as few different standard sizes 
for forms in the company as_possibl: 
for purposes of simplicity, and also fo: 
keeping the number of different size 
of fling equipment to a minimum. 
Standard sizes were provided for bond 
paper, ledger paper, onion skin pape. 
and card stock. 

Forms authors were requested 
keep the following considerations ™ 
mind when selecting a form size: 

a) avoiding overcrowding of items 
on a form. 

b) having the form conform to d: 
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jgoes miles further 


New Venus Velvet ball PE'N-cil with patented* double-duty 
cartridge offers double ink supply...double writing mileage! 


(ACTUAL SIZE GIANT CARTRIDGE WITH DOUBLE INK SUPPLY) 


The new Venus Velvet ball PEN «cil Double Duty model means top writing 

gn efficiency, top economy for every office. The giant patented Venus cartridge 

offers double ink supply . . . double writing mileage. And of 

course, you get all these other famous ball PEN -cil features: 
lighter ‘‘feel” of a pencil because the barrel is wood; finest ball 
point mechanism; writes on any normal surface—even glossy 
photos; nothing to press, click or turn. The Venus Velvet ball 
PEN «cil comes in five styles for every writing job. 29c-39c. Less 


It's the cross between the pen and pencil... in the handy dozen packs. Order today from your stationer. 
for top efficiency and economy in the office. +(patent No. 2,678,634) 


x 


©1958 Venus Pen & Pencil Corp., Hoboken, N. J. 


MAIL Venus Pen & Pencil Corp. (Dept. OM-2) Hoboken, New Jersey 


FREE Please send a sample of the Venus Velvet ball PEN «cil Double Duty eat V K) NT ~ i 


| model at no obligation to me. 4 
TRIAL Nem . velvet 


COUPON Company Name 
TODAY ““"™ 


ball PEN: cil® 
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Colitho Sensitized Acetate Plates 


For the fastest, most uniform copies ever! 


You’ve got to see it to believe it—the speed and quality Colitho sensitized 
acetate plates bring to straight run duplicating! Quick inking, dimensionally 
stable, Colitho plates are the easiest of all to handle—from preparation to 
duplication. Result? The cleanest, most uniform copies possible, from first 


copy to last, box after box. And production time is cut way down, too. 


SENSITIZED 
ACETATE SURFACE 
PAPER 
OFFSET DUPLICATING 

PLATES 


4 ond precwon mode te 


Srohee pene ety wath ony mabe oe 


Came Bee 
Cotumbue Ribbon & Corben ity Co tne 


Colitho acetate plates ‘are stocked in all 
standard sizes and punchings for offset presses 
up to 38". They make every duplicator a bet- 
ter duplicator! Try them, you'll see the differ- 
ence immediately. 


FREE DEMONSTRATION! 


COLITHO* OFFSET 
DUPLICATING 
PLATES AND SUPPLIES 


*T.M. Reg. U. S. Pat. Off. 
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| 


Judge the superiority of Colitho acetate plates for | 
yourself. Write: Colitho Division, Columbia Ribbon 
& Carbon Mfg. Co., Inc., 852 Herb Hill Road, Glen 
Cove, N. Y. for free demonstration. 


mensions of standard storage and filing 
facilities. 

¢) making certain the form will fi: 
standard ofice machines for fill-in pur. 
poses, 

d) if a window envelope is to be 
used, the form should be of a size to 
permit only the name and address to 
show through the window. 


Colored forms discouraged 


Operating personnel were requested 
not to ask for colored paper unless i 
facilitated filing, routing, or sorting 
operations. Colored paper costs more 
than white paper. Paper color stand. 
ards were established for bond paper, 
onion skin paper, card stock and led 
ger paper. 

17. Margins on forms, punching 
and binding of forms. Standard siz 
margins were to be provided for grip- 
per space when forms copy was being 
prepared. Marginal requirements van 
with the printing method, but it was 
felt necessary to establish one standard 
margin. The standard margin estab- 
lished for all company forms was |, 
inch on each side of a form. No 
printed matter was to appear in thes 
margin areas. Standards were also 
established for punching and _ binding 
margins on forms. 

18. Using pre-assembled carbon in 
terleaved forms only if justified by 
volume and saving of clerical time. 
Precollating and carbon interleaving 
are extra operations that add to the 
cost of forms. When it can be clearl 
demonstrated that clerical savings will 
be greater than this extra cost, the 
forms may be precollated or have car- 
bon interleaved between the sheets of 
the form. Unless the volume of use 
large, it is generally found that pre 
collating is not advantageous. Precol: 
lating becomes more advantageous 4 
the number of sets collated increases, 
the number of parts per set increases, 
and the amount of typing per set de 
creases. 

sy publishing and distributing « 
all operating personnel this 20-page 
booklet which answered the “how’ 
question for eliminating, combining, 
and improving forms, greater employee 
participation in our Forms Contrd 
Program was achieved with a ver 
gratifying result in a short space o 
time. 

This booklet was the State Mutual’ 
successful ABC capsule for streamlit- 
ing business forms. 
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NIAGARA FALLS, N. Y. 


its new ADP order-billing-shipping system 


The Company’s original method involved 
manual calculating, writing, checking, and 
copying operations in various departments 
during normal order processing. Whenever 
changes were incorporated, the entire order 
was reprocessed. Cards were manually key- 
punched for many operations, making sec- 
ondary controls necessary. 


Automated Data Processing eliminated these 
disadvantages. It provided faster processing, 
machine calculation, accuracy, and cost con- 
trol with a minimum of manual operations. 


The new ADP system uses a 9-part Moore 
Production-Acknowledgment-Shipping Order 
as the initiating form. The Order is typed on 


an IBM Typewriter Tape Punch which auto- 
matically produces a by-product punched tape 
for conversion to punched cards. The cards 
prepare all subsequent records .. . including 
the Invoice and Statement. 


The Moore man, using Moore facilities, 
helped the Company’s systems men in the 
scientific design and construction of the forms 
that fit the Automated Data Processing 
system. The Moore forms are: a 9-part 
Speediset Production-Acknowledgment-Ship- 
ping Order; an 8-part Speedifio Invoice Form; 
a 2-part Continuous NCR Statement; an 8- 
part Continuous Marginal Punched Stock 
Goods Order-Invoice. 


tel | sb fata] f fos} elf etiial 


é 
: 
: 

r 


If you would like to read the 
details in this booklet, write on 
your Company letterhead to the 
Moore Office nearest you. 


MOORE BUSINESS FORMS 


DENTON, TEX. + EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
ofices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
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The “Thermo-Fax”’ Copying Machine 


... it’s the clean, dry process copy method! 


The fast ““Thermo-Fax” Copying Machine is the only All-Electric, 
dry process copy maker. With it you make copies in 4 seconds by elec- 
tricity alone. You eliminate chemicals, negatives. You get your copies 
for as little as 5¢ each. Try it. Use it on your own business communi- 
cations, on any forms you now must retype or duplicate. You’ll see 
how the clean, modern simplicity of this exclusive dry copying process 
can save you time and money over any other copy method. For your 
demonstration, call your dealer. Or for details and your free copy of 
our new business communications book, just send the coupon below. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


enooucr On 


.] 


"oree’ 


7 
\ 


Ay 
> 
€searc™ 


Thermo-Fax 


COPYING PRODUCTS 


OOOH HEHEHE HEE HEHEHE EEE EEE EEE HEHEHE EEE HEHEHE HEE HEHEHE EE 


Minnesota Mining & Manufacturing Company 
Dept. KN-28, St. Paul 6, Minnesota 


5 
IN @/seconos 


Send full details on the dry process THERMO-FAX “Secretary” Copying Machine 
and my free copy of your new book, Better Business Communications. 


Tee eee eee eee eee eee ee ees 


Name 

Cc ad 7 : 

Address ; 

City Zone State. : 
“Thermo-Fax"’ and “‘Secretary”’ are 3M Company trademarks ° 
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Programming— 


(From page 29) 
will be read in. Otherwise the item 
will be processed in accordance with 
the established criteria. 
An item in the master files both 
current and updated, will contain; 


a) Customer number 

b) Balance 

c) Record mark to indicate the end 
of the item. An item in the transaction 
file will contain: 


a) Customer number 
b) Total credit amount 
c) Total debit amount 
d) Record mark 


TABLE I—INSTRUCTION REPERTOIRE OF 
HYPOTHETICAL DATA PROCESSOR 


Instruction 


Opera- 
tion Address 
Code Storage 


T XXXX = Read a transaction record 
from the transaction tape 
unit into storage begin- 
ning at address XXXX and 
continuing until a record 
mark is sensed on the 
tape. 


A XXXX Read an account record 
from the account record 
tape unit into storage be- 
ginning at address XXXX 
and continuing until a 
record mark is sensed on 
the tape. 


w XXXX = Write on the new account 
tape from storage start- 

!- | ing at address XXXX and 

continuing until a record 

mark is sensed at storage. 


Y XXXX Type out from storage 
starting at address 
R ! “]° and continuing until a 
record mark is sensed in 
storage. 


x ose Clear the accumulator. 


XXXX Add the contents of stor- 

age address XXXX to the 

‘present contents of the 
accumulator. 


s XXXX Subtract the contents of 
storage address 
from the present contents 
of the accumulator. 


R XXXX Store the contents of the 
accumulator in storage ad- 
dress XXXX. 

U XXXX Branch unconditionally — 


take the next instruction 
from address XXXX. 


B XXXX Branch conditionally—take 
the next instruction from 
address XXXX only if the 

ber in the accumulator 
is zero. 

Cc XXXX Branch conditionally—take 

; the next instruction from 

address XXXX only if the 

b in the acc lafor 
is negative. 


H ~-- Halt and signal the oper 
ator. 


Development of broad flow chars 

_ for the solution. The data organizatio 
flow chart for the operation is show! 

in Fig. 1, page 29. 
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Cut your filing costs with bao 
66 v9 3 

keyboard’’ speed of = 
bot ! OXFORD PENDAFLEX® S 
n: 

equipment! 
€ end 
action Oxford Pendaflex equipment will turn your company’s filing 
cabinets into cost-saving “filing machines”. The increased speed 
and efficiency of Oxford Pendaflex effects a considerable re- 
duction in over-all filing expense. 
In a drawer of Oxford Pendaflex folders, all tabs stay visible 
at all times. A clerk’s hands flit across this “keyboard” making 
ss 


selections quickly and accurately. There’s no pushing, no 
pulling! Finger-tip pressure alone moves and separates Oxford 
Pendaflex sliding folders along two polished rails that support 
all weight. 

Greater speed and output . . . reduced filing effort . . . rising 
accuracy—more and more businessmen are translating these 
advantages of Oxford Pendaflex equipment into money 
saved. So can you, with an Oxford Pendaflex system 
tailored to your requirements. 

For a free file analysis, complete and 
mail the coupon! 

Oxford Filing Supply Company, Inc. 
Garden City, New York. : 


a 


OXFORD FILING SUPPLY CO., INC. A 
181 Clinton Road, Garden City, N. Y. 


Please send free ‘File Analysis Sheet” 


NAME 


STREET. 


CITY. STATE. 


ix, 
a 
FIRM 
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200 COPIES OF REVISED LIST READY...10:57 A.M. 


200 copies in thirty minutes, maybe less. 
That's fast. And easy, too, with the help 
of Hammermill Duplicator paper. 

Lint-free Hammermill Duplicator is a 
non-curling sheet, gives up to 200 out- 
standingly bright, easy-to-read copies 
from a single master. It has the strength, 
bulk and firmness you need for fast, 
trouble-free production with no strike- 
through. Whether you have a spirit dupli- 
cating machine or an Azograph, you'll 
find Hammermill Duplicator helps you 
turn out clearer, better-looking price lists, 
charts, bulletins, instruction sheets, reports. 
Comes in a clean, bright blue-white—and 
six attractive Signal System colors. 


FOR LONGER RUNS, use Hammermill 
Mimeo-Bond. Made especially for stencil 
duplicating machines, Hammermill 
Mimeo-Bond gives up to 2,000 clean, 
sharp copies per stencil. Its exclusive “air- 
cushion” surface speeds production because 
it eliminates slip sheeting—allows ink to 
dry without messy set-off. 

To get.better results from your office 
duplicators, specify Hammermill Dupli- 
cator and Hammermill Mimeo-Bond. 
Both contain Neutracel*, Hammermill’s 
exclusive hardwood pulp which gives 
a smoother surface for better-looking 
copies. Hammermill Paper Company, 
Erie, Pennsylvania. 


HAMMERMILL work rast! 


DUPLICATING PAPERS 
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TABLE 2—PROGRAM OF INSTRUCTIONS 
FOR SIMPLE ACCOUNT POSTING 
PROBLEM 

Instruction 
Program Opera- Storage 
Storage tion Address Operation 
Location Code Performed 

000! T 0031 Read _ transaction 
record to storage, 

0002 A 0034 Read account record 
to storage. 

0003 x 0000 Clear accumulator, 

0004 0031 Add transaction ac. 
count number to ac- 
cumulator. 

0005 Ss 0034 Subtract account 
record number from 
accumulator. 

0006 Cc 0010 Branch to 0010 if 
accumulator is neg- 
ative. 

0007 B 0011 Branch to OOll if 
accumulator is zero, 

0008 w 0034 Write unaltered ac- 
count record to new 
account tape. 

0009 U 0002 Branch  uncondition- 
ally to 0002 

0010 H 0000 Halt and signal op- 

sd erator. 

0011 P 0035 Add present balance 
to accumulator. 

0012 P 0032 Add transaction 
credit to accumula 
tor. 

0013 S 0033 Subtract transaction 
debit from accumu 
lator. 

0014 c 0018 Branch to 0018 if ac- 
cumulator is nega 
tive (overdraft). 

0015 R 0035 Store new balance 
in place of old bal- 
ance. 

0016 w 0034 Write updated ac- 
count record to new 
account tape. 

0017 U 000! Branch uncondition- 
ally to 

0018 Y 003! Type out overdraft 
details. 

0019 U 0016 Branch uncondition- 
ally to 0016. 


Development of detailed flow charts 
for the solution. 
chart of the operation is as shown in 


Fig. 2, page 29. 


The detailed flow 


Storage 
Address 


0035 Balance 
0036 se * 


TABLE 3—CONTENTS OF 
STORAGE ADDRESSES 


0031 Account number 
0032 Credit amount }Transact'n record 
0033 Debit amount 


0034 = Account eapee! Account record 


Contents 


Record mark 


_— 


A translation of the flow charts # 


machine language-coding. 


Once the 


detailed flow chart has been developed, 
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how just one | 
application of — | ae 
Drocedural : squat a Ok Ga aaa 


the portable FLOFILM 9600 micro- 
ne | film camera, which can be used “all 


. ’ . * (a around the office”, can create savings 

nm | C if 0 f | | m | fl g net | in your daily business procedures. 

a Not only is there a saving in cleri- 

cal time operations, but errors are 

C d n S a V e completely eliminated as “flofilm- 

ing” produces a photographic copy 

one h 0 U [ d d d y « Motorized FLOFILM 9600 ~ first time and 100% of the tedious hand 

: ¢ Portable ee ee copying in the preparation of the 
W | t h t h e | 0 W C 0 S t « Lowest Cost toe Procedural Microfilming. ' daily check register! 

: For free copies of “Procedural 

: Microfilming” and “An Introduc- 


of each check! 
tion to Microfilm” attach coupon 


This application of ‘Procedural 
Microfilming” eliminates 75% of the 


fe = aN to your letterhead and mail today. 
= = ~— 

FEgyriss2 MICROFILM 

Pe wave CAMERA 


DIEBOLD, INC. Dept 84 
Flofilm Division, Norwalk, Conn. 
Please send the following:() An Introduction to Microfilm 


’ 

[ Manual of “Procedural! Microfilming™ ' 

Name Title : 

; Company 8 

 Flofilm Division ¢ Norwalk, Conn. Address : 

es.» og: . . 

Sales and Service Offices in All Principal Cities City Zone State - . 
- AAAS SSS SS SSS SSS SSS SSBB Be BEE SSCS SE SKE eB ee eee 
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each box in the chart can be translated 
by means of the computer's repertoire 
of instructions to machine coding. 
However, one more job has to be 
done prior to this, and that is the 
allocation of memory space (“ad- 
dresses”) within the computer for the 
data which is to be processed. In this 
illustration since the transaction file 
contains three items, three addresses 
0031, 0032, and 0033 are allocated for 
it. Similarly, two addresses 0034 and 
0035 are allocated for master file items. 
In address 0036 a series of record 
marks is placed in order to stop the 
tape writing process as updated items 
are read out and recorded on the up- 
dated master tape. This is similar to 
the record mark referred to earlier 
which signifies the end of an item on 
the tape. As the updated items are re- 
corded on the new tape, a record mark 
is automatically placed at the item’s 
end. 

Turning to the flow chart we see 
that the first step is to read in a trans- 
action item. The instruction repertoire 
of the hypothetical computer shows 
that this is represented by the code 
“T.” The address into which the in- 


formation is to be read was decided 


earlier to be 0031, thus the full in- 
struction becomes Too31. This in- 
struction which will be placed in loca- 
tion ooor has the effect of reading the 
account number into 0031, the credit 
item into 0032, and the debit item into 
0033. The record mark on the tape 
will stop further reading from this 
tape. 

The next block is represented by an 
A instruction, and as we know that 
it is to be read into 0034, the full 
instruction is Aoo34. This will place 
the customer number from the master 
file in 0034 and the old balance in 
0035. As the computer operates se- 
quentally except where otherwise in- 
structed this instruction is placed in 
location 0002. These two instructions 
comprise the input instructions. 

As can be seen from the flow chart 
each of the first two boxes required 
only one instruction in machine cod- 
ing. The next box, “Compare Ac- 
counts Numbers,” however, requires 
several instructions. The method of 
comparison in this computer is by 


subtraction, and it is necessary to bring © 


the account number from the trans- 
action record to the accumulator and 
subtract from it the account number 


from the master file. If the answe; 
is zero the two numbers were equal 
and the processing can start. If the 
account number is less than the trans. 
action number, then there is no trans 
action for that particular account and 
it is recorded unchanged. If the a 
count number is greater than the 
transaction number an error ha 
occurred. Either the files are not jp 
sequence or there is no item in the 
master file corresponding to the trans. 
action item. This box, _ therefore 
implies a comparison by subtraction, 
and a different path to be followed 
for each of the three possibilities which 
may arise. We start the subtraction 
process by transferring the transaction 
account number to the accumulator, 
where the arithmetic processes are 
performed. Since we have no know. 
edge of the prior state of the accu 
mulator, and as anything which is 
already recorded there would enter 
into the calculations, it is necessary 
first to be sure that the accumulator 
is set at zero. This is accomplished 
by the instruction. The address por 
tion of this instruction is irrelevant 
and can be filled with zeros. The ful 
(To page 70) 
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Nowhere in their price range do you find the big capacity 
.; - the excellent performance . 
the completeness of specifications . 
functional features possessed by these files. Letter and legal 
sizes in 2, 3, 4, and 5 drawer models, with or without lock. 
Write to The H-O-N Co. for full information. 


THE H-O-N CO. 


smoother 
on nylon rollers in the new H-O-N 210 
FULL-SUSPENSION FILE LINE. This 
improvement is setting a new trend in 
office filing. 


More and more users are standardizing on 
the H-O-N 210 Series files with nylon 
rollers. They are convineed of the merits 
of easy drawer action and long life service. 
They like the idea of amazingly reduced 
drawer noise. 


. the sturdy construction . . 


H-O-N 


OFFICE EQUIPMENT 
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. and the many extra 
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OFFICE MANAGEMEN! 


aes ps ee ee 4 [= ‘sah . Se. rn a c “ 3 | SS 
co aaa 
ae 
lake 
mt 
— 
: 
Pa, 
nt ia 
3. 
“pies Pee cat 
alae 
ae 
” Ue 
ig 
e 
et 
ae 
Ald 
ae 
- ‘a 
- 4 
. " 
heh: 
Fi 
Sa i 
rs a . 
- F 
re jae 
ha 
x | 
+ ee 
ae 
ee ay ; 
: aes je tac gai i _ 
ae 
wit 
pag a . 
i tre bts : 
faites ‘ap? 
7 oes a aq ” 
ae bs % <3 : oy 4 
39 * are pe aed B 
a RE et a | 
= ee 43 
afte ee ee eee 
- ee aaa | 
Ny fy ee i a 
: Sone 4 3 ake 
Si i a ah 
ays. - s he: be : ; 
eo ‘ CC —_———— 
» hs ee ho srg ’ 
: ieee = j 
jhe a ie aa ee - 
‘ A sf a ee g = — ae Sia 
. ! ee fe ~ Sz —— sie M 
t * a a se i} 24 
we ss WS Bus 
a | Sia. cov 
ae | i — fo ees thei 
Se a ate od ai we 
ae te 7: oe | “ah ts er eR SS 
ee ae Be tee = af | ee ee 4 ene: pap 
ee, ed ‘ be a = - 
ae \ ae is ie. or 
Ae ae) 2 Nees e tior 
, pes ~ mn? a " ; . ie | \ 
a — by 
: § ; er oa nat 
et: 
; aA, Tk 
be). amar 
. : 2 4 : 
5 > ERR eg re oh z o eee r ¥ renn a 5 5 A “aa 
oC oe oe ; sii - , oe es 2 ; ' es ce ae 
oi. “ay ee Ja “ae tie, ome 7), Ss. ie . ee ; ee ear 
ey a Shy aes a = Pa'e > oe « Se a lO 4 a 3 _ a0 eee ee 


we 
qual 
E the 
trans. 
trans. 
t and 
e ac 
the 
has 
ot in 
n the 
trans- 
‘efore, 
ction, 
lowed 
which 
action 
action 
ulator, 
S are 
<now!- 
accu- 
ich is 
enter 
cessary 
vulator 
plished 
$$ por: 
elevant 


he full 


-- 


GEMEN! 


NCR PAPER gives you faster, cleaner 


COPIES WITHOUT CARBONS 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
oreven any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
hates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. ‘ 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Onio 


989 OFFICES 


FEBRUARY 1958 


IN 94 COUNTRIES 


Have your forms printed on NCR —— 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 
your present forms supplier, l0-  o« 

day, for further information. as) 


* 


*TRADE MARK REG. U.S. PAT. OFF. 


Sational 
NCR PAPER AND SUPPLIES 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


a 
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Often prejudiced supervisors must be by-passed when recommendations are submitted 


Does your organization really 
welcome new ideas? 


Or do your executive and supervisory staffs discour- 
age original thinking by ignoring or treating with indiffer- 
ence suggestions from employees ?— 


AMERICAN INDUSTRY does con- 
siderable bragging about how it 
achieves complete utilization of ma- 
terial and men. 

As to utilization of material and 
men’s brawn, it has reasons to pat 
itself on the back—but as to the full 
utilization of men’s minds—many are 
doing a very poor job indeed. 

This statement will come as a shock 
to some executives, and it may shock 
some still more when the charge is 
made that the climate in some cor- 
porations is such that the product of 
men’s minds, viz., “new ideas” are, 
in effect, given the cold shoulder 
treatment. 

And yet that condition exists in 
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By G. R. Bell 


many corporations, but it exists in 
such an insidious way that almost 
every one concerned is unaware of its 
existence. 

A corporation is described as a 
“legal person,” but at that point all 
resemblance to a human being de- 
parts entirely. 

Human beings operate this “legal 
person,” and their individual loyalties 
to and their concern for this “legal 
person” exist only to the extent that 
their individual welfare is concerned. 

The individual’s concern for the 
corporation (as a whole) can_ be 
ranked as to “intensity of concern” 
as follows: 

1. Mr. Top Executive 


2. Mr. Supervisor. 
3. Mr. Ordinary. (Rank and_ file 
personnel.) 


Executive recognition is rare 


Suppose that Mr. Ordinary dis 
covers a way to shorten the time re 
quired to perform some job and sup- 
pose this new way has “company- 
wide” application. He routes _ the 
proposition through channels and it 
finally reaches Mr. Supervisor, who 
decides that it is usable and adopts the 
idea. 

Now what happens? 

Mr. Supervisor’s welfare has been 
enhanced by virtue of the better record 
his department will show. Conse- 
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quently he feels kindly toward Mr. 
Ordinary. Not so much so, however, 
that he is moved to tell Mr. Top 
Executive about Mr. Ordinary’s con- 
tribution. 

No sir! Fact of the matter is, only 
under rare circumstances will he tell 
Mr. Top Executive. He cannot take 
the chance that Mr. Top Executive 
may get the idea that he (Mr. Super- 
visor) is not holding up his end, i.e., 
that Mr. Supervisor should have 
thought up the idea. 


Ideas go unrewarded 


How about Mr. Ordinary? What 
happens as far as he is concerned? 
Nothing. 

His idea may or may not be ac- 
knowledged in writing. It is quite 
unlikely that he will receive a “thank 
you” letter, and quite out of the ques- 
tion, in most corporations, that he will 
receive financial reward. 

Why this neglect? The answer lies 
in the fact that it has not helped some- 
body’s individual welfare to give a 
specific reward or to record the con 
tribution for future reference. 

Now then, this indictment does not 
include corporations which have a 
reward plan for new ideas. The par- 
ticipants receive money for their ef- 
forts and, exceedingly more important, 
their contribution is recorded on the 
books for future reference. 


Indifference stifles incentive 


These corporations, however, are in 
the minority—most of the others are 
floundering on a system that is strictly 
“one-shot.” “One-shot” means that an 
employee will try presenting a new 
idea just once and, having experienced 
an indifferent reception and/or credit- 
grabbing, he is through. 

Consider the case of Mr. S.—a me 
chanic. 

In his spare time he devised a new 
tool which was submitted to Mr. Su- 
pervisor and immediately adopted. 
Many thousands of these tools were 
made, but no “thank you”, verbal or 
in letter form, has ever been received 
by Mr. S. 

Regardless of any rights the com- 
pany may or may not have to this 
idea, the company, by its indifference, 
dried up all subsequent incentives to 
develop further new ideas. Not only 
from him, but from his associates, 
who, you can be sure, know about his 
“mistreatment”. Mistreatment? Yes, 
that’s the way he has regarded it for 
20 years. 
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The company involved in this case 
still maintains a policy of “no-recog- 
nition” in both its operating and ac- 
counting departments. It is quite 
likely that it has lost many millions 
of dollars because it has failed to say 
a simple “thank you” to employees 
who have been conscientious enough, 
and concerned enough, about the com- 
pany’s welfare to give of their time 
for its benefit. 

Who is to blame? 

Mr. Supervisor? Certainly not! He 
has a wife and three kids at home to 
support. To expect him to go out of 
his way to acknowledge to someone 
else, and particularly to Mr. Top 
Executive, that another person knows 
more than he does about his specialty, 
is to run counter to human nature. 

What is the answer? 

The “Suggestion Box”? No! It is 
too loose to be of value, when used 
alone. 


Establish a “New Ideas” section 


A more effective method would be 
the establishment of a “New Ideas” 
section in the Personnel Dept. which 
is directly under the Top Executive. 

Copies of all new ideas should 
be forwarded to this section and 
acknowledgments made to the em 
ployee by this section, telling him, 
along with a “thank you”, that the 
idea has been made a part of his 
personnel record and that Mr. Top 
Executive has been told of his idea. 

If the idea is ultimately put into 
use, there should be another “thank 
you” and “congratulations.” 

It is not difficult to visualize the 
impact of such a plan on every em- 
ployee because almost every person 
gets a new idea once in a while, or 
thinks he will some day. 

The “recognition” factor thus 
achieved is significant beyond meas- 
ure. 

Ideas need to be classified as to: 

. Employee morale. 

2. Customer good will. 

3. Sales promotion. 

4. Operating efficiency. 

It should not be too difficult to set 
up a scale of ratings to differentiate 
between ideas which are of minor 
value and those which are very 
valuable. 


oe 


Plan for regular executive review 

The “Idea Recognition Plan” 
must not be a burden to Mr. Top 
Executive and it need not be if he 
is informed of new ideas by placing 


Methods to stimulate ideas: 


@ Set up a “New Ideas” section 
in your Personnel Depart- 
ment; 


@ Acknowledge all contributions 
when received — again if 
accepted ; 


@ Organize a procedure for pro- 
cessing new ideas; 


@ Penalize foremen, supervisors 
who neglect to forward sug- 
gestions to the section; 


@ Encourage employees to sub- 
mit ideas. 


on his desk (once a week) a_ list 
showing: : 

1. Employee's name. 

2. Subject of idea. 

3. Classification and rating of the 
ideas. 

4. Number of previous ideas which 
the employee has submitted. 


All new ideas submitted by em- 
ployees must be submitted to this 
“Idea” section. Penalties should be 
imposed on foremen or supervisors 
who do not do so. 

The important thing above all else, 
however, is to give the employee the 
assurance that his sdeas are welcome 
and that he will get recognition from 
the man who influences his future. 


“Congratulations” can aid in 
enhancing employee relations 
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with the new A.B. Dick photocopy duplicator 


“On-the-spot” copies of anything printed, duplicated, 


typed, written, drawn or photographed . . . on 
opaque, two-sided or transparent paper, white or 
colored . . . heavy cardboard, pages bound in books or 


magazines. You can make them in seconds, for pennies, 
with the new A. B. Dick photocopy duplicator. 


Every photocopy is an exact duplicate of the original 
—black on white for easy reading. Completely perm- 
anent, too, with all the handling and filing advantages 
of regular 24-pound paper. For further information— 
or a demonstration—call your distributor of A. B. Dick 
products. He’s listed under Duplicating Machines in 
the classified section of your phone book. Or simply 
mail the coupon. 


~A:B-DICK 
DUPLICATING PRODUCTS 


‘ 


A.B. DICK Company Dept. 0M-28 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new photocopy 
duplicator that makes ‘‘quick copies of anything on paper.” 


Name 


Position 


0 aa 
. 


> A Company 
sa Address 
City 7 Zone State 
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Quick copies of anything on paper 


Programming— 
(From page 66) 


instruction Xoooo is placed sequen. 
tially in address 0003. In address ooo, 
we place the instruction to add the 
transaction account number to the 
accumulator. The transaction account 
number is in address 0031, so this 
instruction reads Poo31. Address 0005 
will contain the instruction to subtract 
the master file account number from 
the transaction number. This in- 
struction reads T0034, being the 
location of the master file account 
number. The P and S_ instructions 
are arithmetic instructions. 

Now it is necessary to make the 
computer pursue different processing 
paths depending on the result of the 
subtraction. This is done by certain 
instructions which will enable the 
computer to break the normal sequen- 
tial mode of operation and jump to a 
different portion of the coded pro. 
gram. These instructions are called 
the “branch” instructions, and are the 
instructions which really make the 
computer such a powerful tool. They 
enable the computer to stimulate the 
making of decisions, but it must be 
realized that all decision possibilities 
must be anticipated and built into the 
program. The computer cannot fore- 
see or deal with unprogrammed deci- 
sion points. 

In this case we first test the accumu- 
lator to see if it has turned negative. 
This would represent the error condi- 
tion. The repertoire shows this to be 
a C instruction. The address part of 
this instruction will indicate where the 
next instruction is to be found if the 
accumulator is negative. At this point 
of writing the program the address 
is unknown so it will have to be left 
blank. The instruction C-- itself will 
be located in address o006. If the 
accumulator is not negative the branch 
will be ineffective, and the program 
will continue sequentially to instruc- 
tion 0007, where we will test for a zero 
accumulator (representing an account 
to be processed). 

This is the B instruction. Again 
the address portion will be left blank 
at this moment until we have worked 
out what it should be. If the accu 
mulator is not zero the program will 
progress to instruction oo08. At this 
point we know that the accumulator 
was neither negative nor zero, since 
this instruction can only be reached 
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by ignoring the two previous branch 
instructions. Thus it must be positive, 
indicating no transaction for this ac- 
count. All that needs to be done is 
to write the account out on the new 
tape, and then to read in a new ac- 
count and resume the process. The 
instruction for writing out the account 
is the W instruction, and the address 
portion will be 0034 where the un- 
altered account is still to be found. It 
should be noted that the act of read- 
ing or transferring numbers within 
the computer or from tape does not 
destroy them. Only by recording some- 
thing new in the same position is the 
old information destroyed. Wo034 
then causes the old account to be writ- 
ten out unchanged on a new tape. 

The computer will proceed sequen- 
tially to instruction ooog and would 
continue on to 0010, etc., in the normal 
state of things. However, we wish to 
repeat, with a new master file item, 
but with the same transaction item in 
order to find the master file item to 
which the transaction item  corres- 
ponds, all the steps we have coded 
thus far. It is unneccessary to re-write 
all these steps; we can merely tell the 
program to go back to the point at 
which a new master file item is called 
for. This is at address 0002. Thus we 
give the computer the instruction 
Uooo2, an unconditional branch, which, 
without regard to the status of the 
accumulator, will send the program 
back to instruction 0002. This com- 
pletes the process for items which have 
no transactions, and has taken from 
program step ooo1 to program step 
0009. In address oo10 we can start 
to write the program for the error 
condition. Thus the address portion 
of the branch instruction in address 
0006 can now be filled in and the 
completed instruction in 0006 will 
read Cooro. 

In this illustration, all that is planned 
for an error condition is to signal the 
operator by halting processing. He 
will then take the necessary action. 
In actual operation a complex pro- 
gram to handle the possibility of error 
could have been written. Thus in 
address oo10 we place the instruction 
Hoooo, the address portion of this 
instruction being irrelevant. It is fur- 
ther assumed that the operator would 
manually restart the program at any 
desired point for checking purposes so 
no branch instructions need be in- 
corporated, 


In 0011 we can now start the pro- 
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Chart Action, Indicate Trends, 
Show Results, Permit Comparison, 
Picture Organized Facts for 


Analysis and Decisions. 
Complete flexibility with limitless signalling t 
and charting possibilities . . . Easily adapted to 4 | 
your individual record requirements. Bes 


Lightweight panels contain clear plastic tubes 
which are individually removable and may be 
Clarity 
of tube provides full legibility of contents. 


shifted from one position to another... 


Signals snap on or off at any point... Hold 

position until positively moved .. . Slide 

smoothly back and forth . . . By-pass freely. 
Insertable index feature affords triple signalling 
potential: by position, by color and by legend 
of index. TiN 
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I’m glad I work at 


TIDEWATER OIL COMPANY 


... we selected 


| \ PEERLESS OFFICE FURNITURE 


-- and now enjoy improved efficiency, 
in a modern color setting 


Modern coloring and functional design. 
That was the specifications listed by Tide- 
water Oil Company for office equipment for 
their Middle Atlantic District Marketing 
Headquarters, Suburban Station Building, 
Philadelphia. 


As pictured, specifications were not only 
equaled but surpassed. Beige is the smart 
equipment color scheme and the equipment 
is functionally correct ... for the equipment 
is by Peerless. In addition, floors are beige and 
gray, walls are beige, too, with just a touch 
of decorator green and red. 


It’s so easy to achieve color efficiency and office arrange- 
ment efficiency which Tidewater Oil Company now enjoys. 
Here’s the easy way ... just reach for that phone. Call your near- 
by Peerless Dealer to help you with the details. You'll find that 
he can offer you expert advice--that he’s a good man to know. 


As a start towards greater office efficiency, write us direct 
for your copy of the Peerless Metal Office Furniture catalog. 


PEERLESS 


7 STEEL EQUIPMENT CO. | 


6600 Hasbrook Ave., Philadelphia 11, Pa. 


NEW YORK 


CHICAGO HOUSTON LOS ANGELES 
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gram for processing active accounts. 
We go back to instruction 0007 to fill 
in the address portion of the B branch 
which will now read Boort. 

In instruction oo11 we add the pres 
ent balance to the accumulator. Pres- 
ent balance is in 0035 so the instruc- 
tion reads Poo35. It is unnecessary to 
first clear the accumulator for this part 
of the program, since we would only 
get to instruction oo11 through the 
branch at if the accumulator 
were at zero. 

We add the credit items from the 
transaction file and subtract the debit 
item by the next two instructions, Poo32 
and $0033, which are in addresses 0012 
and 0013, respectively. In oo14 we 
wish to test for an overdraft position. 
It is necessary to test only for a nega- 
tive state of the accumulator since a 
zero balance is not -considered as an 
overdraft. Therefore in 0014 we place 
a C instruction. Again at this time 
the address portion is unknown. If the 
accumulator was not negative the pro- 
gram proceeds sequentially to instruc- 
tion 0015. At this point we know that 
we have a new balance which is not an 
overdraft in the accumulator, but the 
old balance still remains in the mem- 
ory location 0035. It is necessary to 
replace this old balance with the newly 
computed balance in order to update 
the account. This is done by using the 
instruction Roo35. Then a new write 
instruction Woo34 will put the up- 
dated account on to the output tape. 
In oo17 we place the unconditional 
branch Uooor which will direct the 
computer to return to the beginning 
of the program for a new cycle. In 
this case we return to ooor, as it is 
necessary to read in both transaction 
and master file items. 

In 0018 we deal with the overdraft 
routine, again greatly simplified here. 
We return to the C branch instruction 
in address oo14 and complete it to 
read Coo18. In oo18 we put the in- 
struction Yoo31 which causes a print 
out of both the transaction and master 
file items for the account. We then 
return through an _— unconditional 
branch Uoo16 to instruction 16 where 
the master file item is recorded on tape 
and the whole process begins again. 

This completes the program which 
will then follow the sequence shown 
in Table 2. 

The program is “debugged,” i-¢. 
corrected by two methods. The first 
is manual. Actual data are operated 
upon by performing on them _ the 
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work that the program will do. The 
data are varied to show all possible 
conditions, such as no processing, ordi- 
nary balance, overdraft’ and error con- 
ditions, and it is determined if the 
program would correctly follow the 
desired path. This helps eliminate 
derical errors where, for example, a 
branch may provide a jump to oo019 
instead of to 0018 simply because the 
numbers had been wrongly copied. 
The second method is by sending trial 
problems to which the answers are 
known through the computer. 

It can readily be seen, even from 
this simple example, that program- 
ming and debugging is detailed, re- 
quires much planning, and must cover 
all possibilities. Because of this it is 
costly and should never be underesti- 
mated when trying to arrive at com- 
puter costs. 


Scheduling work— 
(From pages 25) 


Of the three complaints, two will 
require nothing more than a form 
reply, one will require some investigat- 
ing time, and an individually written 
letter. 

Of the fifty checks received for 
every thousand orders, one check will 
be for the incorrect amount. 

And so on, for all the other papers 
associated with the order process. 

Now armed with these ratios, which 
he can establish in either of the two 
ways cited, the administrator can begin 
to work out the total work load for 
the order. 

During the months of July, August, 
and September, his company will have 
a total of 45,000 orders to be proc- 
essed, 22,500 statements to prepare, 
270 complaints, of which 180 will be 
simple complaints, quickly handled, 
while 90 will require a fair degree of 
time and effort on the part of a high 
calibre clerical worker. There will be 
90 returns to take care of. 

Assuming that the 900,000 units are 
sold at a fairly even rate during the 
three-month period, he will have to 
be prepared to handle 15,000 orders 
each month, send 7500 statements 
each month, handle 60 simple and 30 
complex complaints each month. 

During the last three months of the 
year, the work will drop off by one- 
third. Total orders will fall to 30,000, 


Statements to 15,000, complaints to 
180. 
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copies of anything written, printed 
or drawn. 
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pays for itself in the time it saves. It 
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proofreading. Ask us to demonstrate 
it before you accept any substitute 
system. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 
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Presumably, then, the office, which 
uses temporary workers to handle 
much of its routine work, will need 
one-third less workers during the last 
three months of the year than it will 
during the third quarter. All we have 
to do is establish the exact number of 
workers needed to handle the third 
quarter load, and plan on reducing 
that number by one-third during the 
last quarter. 

But we still have to determine un- 
der this new system how many work- 
ers are needed to carry this load, and 
this is where the use of standards comes 
in. It is not enough to see what the 
staff strength was at some earlier peri- 
od when only permanent workers 
were used, and project that earlier 


strength against volume to arrive at 
a ratio. Permanent workers are perma- 
nent workers; they can perform mira- 
cles when pressure is on, but they do 
not come up and resign when it is 
light. They manage to keep busy—or 
appear to be busy. The only way to 
arrive at proper manning tables is 
through the use of standards projected 
against the work that is to be done. 
Thus, if 15,000 orders must be han- 
dled each month, standards can be 
used to determine how many simple 
orders can be processed by one basic 
worker each hour. We thus arrive at 
a total of man-hours needed for the 
entire three-month period for the an- 
ticipated number of orders. Suppose 
our figures show that all the steps in 
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Brand new, cost-cutting partitions— 
premium in every way except price. 
Feature acoustical spun glass sound- 
deadening core, new and simple locking 
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processing a simple order can be ac- 
complished by a worker in twenty 
minutes. Our rate of processing for 
orders then is three per hour per 
worker, or twenty-one per day per 
worker, assuming a seven-hour day. 
By dividing this figure into the num. 
ber of orders to be processed each 
month, we can see the total number of 
manhours—or man-days needed dur- 
ing the month on the simple order 
processing tasks. 

Similarly, on the other tasks, ratios 
can be worked out by judicious use of 
standards that will give basic figures 
enabling the administrator to get, for 
the first time, a clear picture of just 
how many hours of each type of work. 
er’s time will be needed during each 
month of the three-month period, July- 
September, to get the work done 
smoothly, and still keep the work force 
at the lowest possible number. 

These are his total figures. Work. 
ing within these, he may then begin 
to break his whole schedule down 
into periods within each month, and 
even days within each week. Suppose 
that the sales forecast shows that 
sales will begin rising the first week 
in July, and will hit the pace they 
will maintain for the third quarter 
period at the end of the first week; 
will begin slacking off the last week 
in September, and will be down to the 
fourth quarter level by the beginning 
of October. The administrator may 
find it best to bring his staff up to 
maximum strength at the beginning 
of the second week in July, let it down 
to fourth quarter strength at the end 
of the first week in October, since 
processing of paper work will follow 
sales by a short time, rather than oc- 
cur simultaneously. 

Moreover, within each week, he will 
probably find, if most orders are sent 
in by mail rather than by some more 
rapid communication system, that 
Monday of each week will be the day 
of heaviest order volume. Therefore, 
since he is using temporary workers 
under the batching system, he may 
employ more workers on Monday than 
on other days of the week. 

The point still remains, that for 
the first time, he is in a position to 
staff on some kind of automatic basis 
—and some kind of intelligent basis 
as far as office costs in relation to in- 
come are concerned. He is adapt 
ing his workers to his work load, 
almost on a daily basis, rather than 
letting a set number of workers be 
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alternately swamped and idle during 
long, slack periods. 

Obviously, here, standards —the 
proper standards properly used—are 
essential to the system of staffing on 
a scientific basis. Establishing stand- 
ards is usually a job for an expert, be- 
cause good standards are a combination 
of many factors—set standards in 
similar operations, time and motion 
studies, perhaps, and the experience of 
the person establishing the standards. 
In many ways this is the most difficult 
part of the entire operation, and the 
one on which its entire success or 
failure depends. So here, the most 
highly qualified expert possible is de- 
sirable. 

Assuming, however, that standards 
have been set, and the staffing require- 
ments have been worked out in terms 
of the total number of man-hours 
needed in each worker classification to 
get the work scheduled for a given 
period accomplished during that peri- 
od, we have the basis for a flexible 
and still always adequate work force. 
As work diminishes, so does the force; 
as it builds up, the force is of sufficient 
strength to accomplish it smoothly and 
easily. 

So far, so good, in terms of seasonal 
variations. But we have been talking 
strictly in terms of temporary workers 
so far. Yet in a prolonged change 
from normal, we can’t really adjust 
office costs in direct ratio to income if 
only temporary workers are consid- 
ered. Suppose for instance, we had an 
office with sixty workers divided into 
three classifications—basic clerks, in- 
termediate clerks, and advanced clerks 
There are sixty clerks in all, twenty 
in each group. Fifteen of the basic 
clerical positions are staffed by tempo- 
rary workers; ten of the intermediate 
positions by temporaries; none of the 
advanced positions. Here there are 
only permanent workers. 

Now, in time of a drop.off in work 
load, the normal thing would be to cut 
down on temporary workers, hold on 
to all permanent workers. Although 
this does not keep office costs in a con- 
stant ratio to income, it certainly 
makes sense if the change is only 
seasonal in nature, since it takes time 
to train permanent workers—the ones 
under the batching system who are 
charged with the more complex re- 
sponsibilities. But suppose a recession 
is occurring, so that the office, while 
still under seasonal fluctuation, also 
finds its total yearly volume declining. 
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Let’s assume in our hypothetical 
office of sixty workers that total vol- 
ume of work has dropped one-half 
from the normal level. Let’s further 
assume that our wage levels are: 

Fifty dollars a week for basic clerks. 

Sixty-five dollars a week for inter- 
mediate clerks. 

Eighty dollars a week for advanced 
clerks. 

Now if all the basics and half the 
intermediates were fired, the payroll 
wouldn’t be cut in half, as income has 
been. Total payroll would only drop 
from $3900 a week to $2250. But sup- 


pose the office were to establish a 
policy of cutting equally at all three 
levels. Then costs sink in exact rela- 
tion to income—and since work vol- 
ume has been cut in half, the indi- 
vidual work load of each worker in 
each group remains the same as ever. 

Obviously, there are a great many 
ramifications to this. No office in this 
era is going to fire permanent work- 
ers in a strict ratio to the drop in 
volume the moment its volume of 
work goes down. But the illustration 
given above is given in drastic pro- 
portions to make ‘t simple and clear. 


for the 


INDUSTRIES, INC. 


DIVISION OF F. £. 


HERKIMER, NEW YORK 


MANUFACTURING CO. 


. Yes, the final touch to your 


office is an excitingly modern, 
space-saving bookcase from 

Hale’s new 1100 series . . . for that 
custom look at down-to-earth prices. 


Developed particularly for interior 
designers, the three groups in the 
series provide a variety of bases to fit 
perfectly in any modern office. 


The design lends itself ideally to 
end-to-end or back-to-back groupings, 
a feature which you'll welcome time 
and time again as your needs grow 

or change. Ask about Hale at your 
local office equipment dealer's show- 
room... or write for free catalog. 


Illustrated is the 1148 Winthrop with 
shaped wood legs. Sketched is the box 
base New Yorker group in end-to-end 
grosping. Also available in tapered 
rushed brass legs... the Premier group. 


For over 50 years, Hale has been een Dacoryed ees bookcases of the highest quality. 


Ask also to see the dramatic 1000 s 


traditional designs. TRADITIONAL, CONTEMPORARY OR MODERN . 


. or the several 
HALE. HAS IT! 


ncept in flexible om. 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 


75 


se 
> ac. bos 
fees e 
~ for SS 
per ki cine 
per =e 
day. = 
1um- eS ‘ 
each 5 es 
er of igre 
dur- =e 
order = 
‘atios ae 
se of — 
sures EET oe ES eo 
» for i aaa mma aint oa 
vork- ee 
each ~~ 
i So cA 
dune man | 
force 
Tork who = 
pegin ; 
Jown 
"re WANTS 
ppose "Gadspencovonsomesostonssctoneeees 
that a 
“all 
week t — ao 
= everything % 
larter 
veek; 2 
ae 
——————— a 
o the a a 
ining | HF : 
: —_ 
ip to se! 
ining eS a" om 
down = Phe 
ollow Fe Cale = 2 } ; 
. will ms 2 ‘7 . Le j - 
oe 7 pH 
> sent Be : ie z 
more | , aia ita 
that : 4 ee e* 
€ day : eter. at ; 
-efore, | ps es F “ae hs of 
= - Ue rs 
may | ke y 
y than mn, patil | 
it for 
ion to | to 
basis pe. = ie 
to in- ee ee oy 
adapt Tale a * 
load, oe 
ers be 
MENT Fl 6 
i in a 4 eer = eas) #4 ii. it 2 Seer 


“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 

Y 


POWER BENCH DRILL 
Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 


Sharpening chuck. Table, 12” x 18”, fully 
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ROUNDER 
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including one cutting unit. 
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For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. .* Rochester 6, N. Y. 


Smith’s 
OPNWINDO 
Steel Guides 


Hundreds of uses—expand or adapt your 
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No office is going to find its volume of 
work cut in half overnight because 
orders have dropped off so rapidly. 
This makes it possible to approach the 
problem of decreasing business from 
an entirely different viewpoint—not in 
terms of firing people, but rather of 
reducing the number of job positions 
in each of our three clerical classes, 
and then failing to replace permanent 
workers as normal turnover reduces 
their number until the desired strength 
is reached. 


But, it may be argued, suppose our 
fifty per cent loss in volume is partly 
due to seasonal slack, partly due to 
general business conditions. Won’t the 
company be handicapped if it fails 
to replace its highest grade workers 
when seasonal volume increases again? 

Not necessarily, unless the seasonal 
swing is anticipated within so short 
a time that it would be silly to fail to 
replace the highest calibre workers as 
soon as possible. Generally, we have 
found that in our breakdown into 
three clerical classifications, we have 
workers in the basic category who can, 
with comparatively little additional 
training, move into the intermediate 
class if vacancies arise there. More- 
over, they can be fed into the grade 
above with less training than workers 
coming in cold from the outside, since 
they will, if they have been chosen 
correctly in the first place, already 
know more about the work of the 
office, including the work done by 
the clerical grades above them, than 
any outsider could. By the same 
token, there will be clerks in the inter- 
mediate group who can, with com- 
paratively little additional _ training, 
move into the advanced category when 
the need arises. In the meantime, as 
long as volume is down, by cutting the 
number of positions in each category, 
and failing to replace permanent work- 
ers as they leave until each grade is 
down to its new strength, we keep our 
office costs in direct ratio to our in- 
come, and moreover, have our office 
workers exactly adjusted to the work 
load. Thus high power, high pay 
workers are not carrying out jobs that 
could be done by less qualified per- 
sonnel. 

So if we assume that half our fifty 
per cent loss in business is due to 
seasonal factors, half due to poor busi- 
ness conditions, it will still make 
sense, if the seasonal slump is a matter 
of several months, to cut down the 
number of positions in each clerical 
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category, and then let normal attri. 
tion among permanent workers bring 
strength down to the set levels. As 
volume begins building up again, we 
can move our best intermediate work- 
ers up into the advanced category to 
fill the new positions added there, 
and move our basics into the inter. 
mediate category. Replacing the basics 
is no problem, since they are by defini- 
tion temporary workers who can be 
trained, under our breakdown of all 
work into simple and complex tasks, 
for every job they are to do in a mat 
ter of hours. Thus, we can always 
hire more basics and have them at 
productive work within a day of their 
arrival. 

The basic determinant here, then, 
is the amount of training time it will 
take to refill one of the permanent 
positions closed as business declines, 
If it will take three months to train 
an advanced clerk to a high degree of 
competence, and a seasonal upswing is 
anticipated in one and_ one-half 
months, obviously the best qualified 
clerk of the intermediate group should 
be moved up for training in the ad- 
vanced group as soon as one of the 
advanced workers leaves. 

If, on the other hand, normal sea- 
sonal upswing is not anticipated until 
five months from the present, the perm- 
anent position in the advanced group 
can be closed for two or three months, 
reopened sometime in advance of the 
anticipated upswing. 

In other words, the forecast is still 
vital in terms of permanent positions 
as well as in terms of staffing with 
temporary workers if this system is 
followed. 

Now, obviously the principles out- 
lined here could be applied by the 
giant corporation as well as by the 
small- and medium-sized group. But 
they cannot be applied as easily. There 
is a much greater distance between 
top managerial levels and___ the 
workers in a large concern than there 
is in a small one—there are more 
levels of middle management. So the 
levels of responsibility for scheduling 
are more diverse; more factors must 
be considered. Departmental lines are 
drawn more tightly so the entire con- 
cept of batching work is more difficult 
to apply. Its very size makes the giant 
corporation a more complicated work- 
ing entity than the small company, and 
increases the chances of difficulty in 
applying a system that depends as 
much on absolutely smooth coordine 
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THE REAL 
“FIRST” 
IN ERASERS 
For Outstanding 
Convenience & Time-Savings! 


WIDESPREAD USE 


proves the popularity of this 


first really new eraser in 
years! 414” cylindrical rub- 
ber sticks encased in clean, 
ae attractive, transparent plastic 
== holders. Handy, fountain pen 
(a size. Balanced “feel” for = 
ar easy use, ideal fit, between tel 
i= Ml 2E/ 
S| thumb and fingers. Not a om 
iS mechanical gadget. m5 
m | 20 
3 wz 
” ‘ j 
‘ i ‘ 
2 How Do You td 
‘ 7 i= 
ies JET 1T OUT? ID) 
Nn) . is! 
aI Just unserew the tip and 5: 
™ move the eraser forward i 
mm) eee 
Mi 
= a} 
2 World's Quality Standard Rs, 
x | Weldon Roberts 2 
= Rubber Textures: 2 
° x 
“ NO. 825 oon 
< | Red Rubber core, W 
‘ for pencil erasing food 
NO. 827 zz) 
Gray Rubber core, 4 
for erasing ink and typewriting 3m 
NO. 838 


GREEN RUBBER CORE, 
FOR ERASING BALL POINT 


PEN & PENCIL WRITING enced | 


Pocket Clip Style for General Use 
Brush Whisk Style for Typists 
* Refills 


ORDER YOUR WELDON ROBERTS JET ERASERS 
TODAY FROM YOUR STATIONER! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
W orld’s Formost Eraser Specialists 


Stop more than 


60 MAN-HOURS 
A WEEK 


from “sipping’’ away 


The “‘coffee break” is here to stay, and all for the best— 
it does wonders for employee morale. But nevertheless that 
““twice-a-day”’ takes a lot of time; a staff of 24, taking 
15-minute breaks, costs you exactly 60 man-hours 
every week! The equivalent of 1!5 extra employees! 

So why not minimize time lost by having your breaks 
in the office? Better yet, why not right at your employees’ 
desks? You can do it easily with a beautiful 
Manning-Bowman Automatic Coffee Urn. It’s completely 
automatic— percolates coffee to the flavor you want 
(up to 24 cups—light, medium, or strong!), then keeps it 
hot as long as you want. Shows you how much coffee to use; 
and the signal light tells you when it’s done. 

Use the coupon below to order your Manning-Bowman 
Automatic Coffee Urn. Mail it today! Shipment will be 
made direct from the factory, prepaid. 


Manning-Bowman 


AUTOMATIC |, 
COFFEE URN ‘“¥ 


Model 60X, 24-Cup, with Flavor Selec- 
tor. Regular Retail Price, 


$74.95. Your Price $4975 


Model 940, 12-Cup, no Flavor Selector. 
Regular Retail Price, 


$39.95. Your Price $2375 


MANNING-BOWMAN DIVISION, 
McGRAW-EDISON COMPANY, BOONVILLE, MISSOURI 


Manning-Bowman Div., McGraw-Edison Co. 
Department OM-2, Boonville, Missouri 


Please send____24-cup Coffee Urns, at $42.75 each 

Please send_____12-cup Coffee Urns, at $23.75 each. 

Check Enclosed_____ Send C.O.D._ 

Name anes Title daeae 
Firm 

Address_ 


ae Zone _State 
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In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as the 


... and we are proud to 
have an opening gambit 
for automatic data-proc- 
essing systems. 


ime 


CORPORATION 
THOMASTON, CONNECTICUT 


Practical day-to-day help 


Cost 
ACCOUNTANTS’ 
HANDBOOK 


Handbook provides detailed 
information on any kind of 
cost problem arising, under 
any type of cost setup. oy clear, 
concise explanations with filled-in working 
forms plus instructions, practical formulas, 
time-saving graphs, tables, and charts. 
The cost accountant's work is re- 
lated to functions of the general ac- 
countant, management; to produc- 
tion, engineering, legal, personnel 
factors. Offers cost methods proved by 
well-managed companies. 

Full coverage of variation analysis; 
organizing cost methods; setting, op- 
erating standard costs; specific order, 
continuous process cost systems; 
joine and by-product, estimated costs; ma- 
terial costs; inventories; overhead accum- 
ulation, distribution, budgets, etc. 
THEODORE LANG, Editor; with 
Board of over 70 Contributing, Con- 
——e Editors. 556 ills., tables; 
UNG icsceecdicieceaseniinl ecsieveielindatl $12 


Other famous RONALD Maniiorte: 
Accountants’ Handbook, 4th Ed., 6x 9 ... 
Financial Handbook, 3rd Ed., Rev. Print... rd 
Forestry Handbook, - x9 
Marketing Handboo! 
Materials Handling Handbook, 6x9 Jan. 2.. 20 
sonnel Handbook 
Production Handbook, 2nd Ed., 6x9 Feb. 14 16 


Order your books from: 


THE RONALD PRESS COMPANY 
New York 10 


15 East 26th St., 


( 


tion of work flow as does batching. 
All this does not mean larger compa- 
nies can’t apply batching principles; 
they can. But they will have greater 
difficulty than will the smaller con- 
cern. 

It may seem that in one area at 
least, they would have an advantage. 
Their forecasts could well be more 
exact. Certainly the small company 
does not have forecasts worked out in 
such detail, as a general rule, as does 
the enormous business. But that sim- 
ply underlines the fact that there are 
so many interdependent factors in a 
giant concern embracing offices, factor- 
ies, and warehouse across the nation 
that all details must be worked out 
meticulously in advance for sales and 
production to mesh. The smaller con- 
cern has its sales forecast, too, even if 
it is not projected so far into the 
future, even if it does not even exist 
on paper, but only in the boss’ mind. 
And, for its purposes, that forecast is 
accurate enough. If the boss has 
only in his own head for the three- 
month period immediately ahead, it’s 
just as good for his purposes as the 
most elaborate projections of General 
Motors or United States Steel, as long 
as it’s reasonably accurate. That’s the 
acid test of any forecast —that it 
should predict demand accurately 
enough for the company to produce ap- 
proximately the number of units for 
which it can find a market. 

And in every other detail of work 
batching and scheduling, smaller con- 
cerns have the advantage over the 
largest. They can move faster; they 
can spot trouble developing in a new 
system, such as this, faster; and, be- 
cause of these things, they can change 
over to the system outlined consider- 
ably more easily, and in a considerably 
shorter time than could a major busi- 
ness. 

The system outlined here has four 
controlling factors. If these are cor- 
rect, the system will work and work 
smoothly with obvious advantages to 
any office that applies it. 

The prerequisites of successful op- 
eration of scheduling for a batching 
system are: 

The forecast must be correct. 

The division of work into simple 
and complex categories must be cor- 
rect, so each worker, temporary or 
permanent, is working at the type of 
job he handles best at all times. 

The sequence in which the work 
is done must be correct. Even though 
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work is batched, so each step in any 
process is completed for every paper 
involved in the process before the next 
step is begun, at some point paper will 
pass from basic workers to advanced, 
or vice-versa. The work load of the 
two groups must be meshed so that 
each is ready to carry out its part of the 
work when the work comes to it. 

The standards used must be cor. 
rect. This is almost the keynote of 
the entire plan. If standards have been 
set too low, obviously workers will 
not have to work at full capacity; the 
potential savings implicit in the sys. 
tem won't be realized. If work stand- 
ards have been set too high, jam. 
ups will begin, and work won't be 
accomplished on schedule. Obviously, 
once the schedule falls behind in a 
batching system. trouble develops very 
fast. 

So the ultimate responsibility rests 
with management. Top management 
must insist that the plan works; middle 
management must insure that it works. 
The heaviest responsibility in the whole 
scheduling program rests on middle 
management. It is here that the de. 
tailed schedule must be worked out; 
it is here that a watch must be kept 
to see that it is adhered to. Middle 
management must also choose super- 
visors who can both instruct the float- 
ing force in each task it is to do in se 
quence, and see to it that the work 
output, in both quantity and quality, is 
up to the standards that have been set. 
Work batching will only work suc- 
cessfully if middle management is de- 
termined that it shall work, and if it 
is itself conscientious and capable. 
Given those conditions, the program 
outlined will work in any office, no 
matter what its responsibilities—and 
will give that office an efficient work 
flow at minimum cost. 


Fairbanks Associates, Inc., the firm 
to which the two authors of the fore- 
going article belong, has just been 
unanimously elected to membership in 
the Association of Consulting Manage- 
ment Engineers by the board of that 
organization. 


Coming Events 
(From pages 21) 


APGA Annual Convention. St. Louis. 
Mo., March 31-April 3. 

Sponsor; American Personnel & Guid: 
ance Association. Place: Sheraton-Jet 
ferson Hotel. 
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HANGING FOLDER 


THE 


WITH 
ADJUSTABLE 
METAL TAB 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and —_ instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 


filing an 


GUIDE SYSTEM 


335 Canal Street 


to show P= how Guide-O-folders will solve your 
finding problems. 


& SUPPLY CO. 


New York 13, N. Y. 
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SORG'S 410 Translucent 


Whiteprint Master Copy Paper 
efor LOW-COST Direct-Copy 


Reproduction 
e Perfect Copies 


EVERY TIME! 


With the use of dircct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so: that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable —stands up well under 
erasures and frequent handling. 


Tour request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


Middletown, Ohio 


Monufacturers and Converters of Stock Line ond Speciolty Popes 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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Custom built for Socony 
Mobil Oil Co., this 
HOWE Folding Table 
has Formica top and 
edge. 


HOWE FOLDING TABLES 


Custom-built HOWE Folding Tables help Socony Mobil 
Oil Co. make multi-purpose use of valuable floor space. 
HOWE Folding Tables provide the good looks of fine 
furniture. They fold and unfold in seconds, can be 
handled by 1 man, help meet the frequently changing 
workspace requirements of a multi-purpose room 
set-up. 
FREE! Make more efficient use of valuable floor 
space with HOWE Folding Tables. For free informa- 
tion, write for illustrated folder today. 
Custom Division 
HOWE FOLDING FURNITURE, INC. 
woe fn 5 A.A. -.4_.1_> 
| HOWE FOLDING FURNITURE, INC., Custom Division 
| 7 PARK AVENUE, NEW YORK 16, N.Y. OM-28 
Please send me your free, illustrated folder describing 
custom-built HOWE Folding Tables. 


My name Title 


City. Zone. State. 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 i 


a ra ae meee. ie. < en 2 i ee Se eG ae indore Ot ge ‘ ‘4 
| : Ia 
sre 
soa ooenanseeieaseseteeeenap eas iaeaelearnanapnnsionerapasnangaseneenmeenontnnamnensoanainanaeaieabaaaeannaeseseaneenaag Training Center, Socony Mobil Oil Co., Socony Mobil Building, N. Y. C, : . 
| : l —_ : ae 
A lecture room at9-.§ <=j455 5, eo 
“Se ; yur y —_ i? | , 
oy 7 ae ee we P 3 Af i 
Skee » . oe \ . Ye ff rey eel & 
7 nF aie Ss ee poe ee = a i 
ee & ae a | i es torts . 
< — ae , i. Ste a a 
piv ce a it , a 
ee, nis oe : Lal bid ——————— . ae 
& ? 9°), 2 ae =: 
Bee Le a 
Wears a b fies Aig. Rig. i . 
*T. M. Reg. 4 —l a. >. a 
- a | a _ ——, ‘ , ; - pS si 
eee ee a ——- py 4 ; , ee bas la rare 
ee aed # aie ae as “ine = pn ‘. yr 
ow 4+ 7 oS es 
“ Shs woe “ : a a : : ei oie: ee re, 
Bi 
j 
a 
¢ } 1room does the work of 3 f 
. Ss = ith ° 9 
« — eos WI new, custom-built os 
= ee 
> gUESES 2 
} = i. 
i : 
sell) a 
= 
; . 
Seeeeracer = 
——v, a 
a i 
i= 
| ‘ 
| 4 
| ze 
_ MORE ee a COMPANY > LL rank ; 
Sa PS | ae ee eaten nie — ee | e: 
| _ a | sre “a4 | : 
Oo ee —— | 3 
ee | eee reer eee eee eee 
‘s 
. : i a 
- ae % > :- ¥ < : a : a 5 ib: Rest tia 1) a eer al? 7 : a. vee suai i: oe i : ie : 
ra Pm ae , > ‘ a 4 oy | #ee- oe ae a coca UM ein iikale eo ae bi i “as ie 4 


P == \ PUNCHED CARD 
© [==] ECONOMY 


VERSATILITY 


ADDRESS DIRECTLY 
from PUNCHED CARDS 
to a Wide Range of Material 
Scriptomatic addresses from easily 
prepared CARD masters (IBM, 
Remington-Rand, Samas or ledger 
or index cards) directly to Tape, 
Envelopes, Wrappers or Book- 
lets on one machine. Models 
for every addressing or data 
writing problem. 


Write for File, 
“Seriptomatic Methods” 


SCRIPTOMATIC, Inc. 
316 North lth Street, Phila. 7, Pa. 


® 
$703 


” 
< y-BACK iio 


BIG SAVINGS in time and work — 
when your return envelope rides 

“Piggy-Back" on your statement or 

invoice! 
“Piggy Back” return envelopes tie into 
your tabulating accounting system. Auto- 
matically coded, both numerically and 
alphabetically, while the form is typed 
+» » saves look-ups. Carbon spot does 
this 1.D.P. coding trick. 

FOR DETAILS and wide range of adapta- 

tions to match your needs, WRITE TODAY! 


500 BITTNER ST ST. LOUIS 15. MO 
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How to organize your office’s 


By Freida Kraines 


Records & Library Supervisor, Chicago Park District 


THE WRITING of a manual can be 
made easier if some thinking about it 
is done first. In fact, a good deal of 
the preparation for it is mental, for 
by getting the proper mind set, the 
actual writing becomes less difficult. 
A definition is always a good start 
ing point, and [ describe a manual as 
a description of existing procedures 
with the inclusion of useful informa 
tion. The key word is “existing”— 
what you are actually doing. At this 
point do not be concerned with re 
organization or changes, but just your 
daily work as you are now doing it. 
Changes in procedure might grow out 
of your writing a manual, but that is 
not the objective of this approach. 
To begin with, ask yourself why you 
are going to write it. Maybe it is be- 
cause the boss has asked 


you to—a 


good enough reason, but a better one 


¢ 
is because you, yourself, want to. 


Understand what you write 


What will its value be? It will give 
the 
work of your department. You can 
not write down these activities without 
thoroughly understanding 


you a better understanding of 


them. It 
can be used as a teaching aid for new 
employees and a refresher for experi- 
enced ones. It will rid you of the 
necessity of remembering details, and 
will give you a place to record deci 
sions. Once this information is writ 
ten, it will be the same each time you 
refer to it, for it will be more depend- 
able than your memory. It can serve 
to lessen the tension about your work 
since you will not feel compelled to 
remember every little thing. You can 
relax with a manual. 

You may have seen highly detailed 
and formal manuals and think that 
you could never equal them. Maybe 
not, but this should not dissuade you 
from trying to write one. An informal 
manual can be useful too. 

In preparing yourself mentally for 
writing, start looking at your work 
with the idea of trying to express in 
words what you are doing. Suppose 
that you are in charge of a file de- 
partment and every time the mail is 
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manual-writing procedures 


received you sort it into three piles 


customers’ orders, vendors’ orders, ani . 
miscellaneous material. Try to say juy 
that: “When the mail is received, th E 
. : ee y 
file supervisor sorts it into three piles 
“1. Customers’ orders and corte 
spondence 
“2. Vendors’ orders and corresponé fyour 
ence 
° . ” Now - 
“3. Miscellaneous material. than € 
. . . up in t 
At this stage write nothing dowo.4  gpew 
See so tha 
Just try to translate your activities andf simu 
ar we : of rep 
those of your staff into words, Be] sews. 
. ° . « sim; 
accurate in your description, though] testo 
. . cow of 
For example you might try to def svg 
. es : é< two cc 
scribe a quotation file thus: “The que] tse 
z iat " ; . BP how pe 
tation file is made up ot QUOLATIONS f0/f op the 
customers filed alphabetically by th 
name of the customer.” When yo 
repeat the description to yourself you 
might realize that you have left ov 
4 ee ee 12 
the quotations for standard parts, s 
—_— 


try again. “The quotation file is mat: 
up of two parts—quotations for cu’ 
tomers, filed alphabetically by the cu 
tomer’s name, and quotations of stand: 
ard parts, filed alphabetically by th 
name of the part.” Now the desert 


tion is complete. 


Writing time should be scheduled 


After a few weeks of such practice, Welly 
start writing. Put down those descnp fouthly 
tions that you have been thinkin; 
about. Write whatever comes to yo holy, 
without being concerned as to whethtiiy ¢, 
or not it is always on the same subjec 
Be sure, though, to keep the notes fo") $i 
each subject together—Sorting, Fil{ 
Charge-outs, etc. 

Try to set aside a specific time eat! 
day for writing—maybe the last fiftees 
minutes of the day, maybe just afte 
lunch. You know your own schedul 
best, but if you want to get the jo 
done, it is best to have a set time t 
do it. In this way your mind will a 
cept the idea and you will find. your 
self in the mood for working on it. 

It is not necessary to work on the 
same thing each day. Write whateve! 
you have noted that day. Do not fort 
your mind into a_ straight-jacket . 
having to finish describing one ts 
before starting another. Take it ¢as 
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TYPING that looks 


N O WwW like PRINTING— 


at a fraction of the cost! 


Inexpensive 


Typewriter 


Composition That 
Looks Like 


Expensive Typeset 


Printed Matter 


Your “copy’’ CAN Look Like This Your ‘copy’ Now Looks Like This 


Now - your typewriter is more useful 
thanever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
asimple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
«avings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
4 simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Write for Free Illustrated Folder | 


MARGINATOR COMPANY | 


1121 West Magnolia Ave. Burbank, California | 
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are SAFE with BEACH'S 


It's just “common sense” to 
use BEACH’s for all trave} 
| expense data. Items are easily | 
entered as incurred; and uni- | 
form, permanent records | 
back your claim... Worth = | 
their weight in gold—and | 
used by MORE firms, more | 
salesmen than any other kind. | 
| 
| 


At your stationers; or write 
BEACH PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


Feces BUSINESS CARDS 
SR nanuscairt | 


HISINESS ANNOUNCEMENTS 500 ONLY $28 “MRGUAALON 


IGLIP YOUR LETTERHEAD T0 THIS AD... @2% 34 100. 
Re MAIL FOR FREE PROOF - 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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with new AVERVE 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
yooey sponge to wet and handle 

..no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


1 


use...and 1] ded, toor 


stationery or office 
supply dealer—in W4 
sheets of 8 labels LL, 
&y 
? 


fy 
Available from your > 
Kee JZ 7» 
Fs 
with guide lines ¥ > 


for uniform hy 
typing—and eae 
the last label i = 
won't slip in + 


the typewriter 
because of the 
extended back- 


ing sheet! \ 
! AVERY ADHESIVE LABEL CORP., Div. 151 
117 Liberty St., New York 6 @ 608 S. Dearborn St., 
Completely 1 Chicago 5 @ 1616 S. California Ave., Monrovia, | 
revolutionizes | Calif. @ Im Canada, 48 Haas Road, Toronto 15, 1 
rane wa ane | Ontario @ Offices in Other Principal Cities. | 
today! Write for your ! Please send me samples of Avery file folder Labels. | 
FREE samples of Avery My Name Position 
file folder Labels— \l 9 sts 7 ; 
ae ao BUY / Address ! 
m at your : 
stationery dealer! | City State | 
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Cosco ».. @nnounces 


an entirely new line of 


VINYL PLASTIC 


RING & Prong BINDERS 


IDEAL 

FOR 

@ execu- 
tive 
records 


catalogs 


@ price 
books 


Now!—New, durable vinyl binders in 
varied colors, styles and grades. Ring 
binders for 11 x 8144” sheets with flex- 
ible or stiff covers in 1” and 1%” 
capacity . - also with transparent 
overlay cover—any printed message or 
illustration permanently sealed he. 


Vinyl prong binders in 2” capacity for 
ring and memo book Punching... 
—— memo books in three popular 
sizes. 


Liberal Quantity Discounts. 


WRITE FOR FREE LITERATURE 
THE C. E. SHEPPARD CO. 


Established 1900 
44-10 21st St., Long Island City 1, N.Y. 
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& An installation of Barkley Tab File 
Guides will increase efficiency in your _ 
office and free office personnel for 


more important tasks. 
Files are quickly found 
—when you want them © 
—for each Barkley Tab 
is angled and magni- 
fied for greater read- 
at-a-glance visibility 
throughout the files. So durable they 
last through years of constant usel 
Put Barkley Tab File Guides on your 
supply list . . . TODAY! 


Pre At leading stationers 


] * b 
e-~m & eo Ar Z Y¥ * ¢ F: 
AR RBEOCL Y teine e ea an 


Dept. OM, 1220 Van Buren St., Chicago 7 


You should have two types of notes 
—one on the description of procedures 
and the other on useful information. 
As you are doing your regular work, 
make mental notes of information that 
it would be convenient for you to 
have. I do not mean reference informa- 
tion that is to be found in an encyclo- 
pedia. I mean company information. 
Perhaps a list of executives, their titles, 
and the names of their secretaries 
would be useful. You will have to 
decide what kind of company informa- 
tion would be helpful. I think that a 
manual is the place for such informa- 
tion, so that you will not have to re- 
member such details and so that such 
information will be available when 
you are not there. 

After you have made notes for a 
few weeks, set a date for beginning 
the actual writing. This deadline is 
important, because you can drag out 
the writing of notes for too long a 
period, lose interest in the project and 
never get to the organized writing. 


Writing the rough draft 


Take all your notes on one subject 
—it does not matter which one—and 
write a rough draft of it. The chances 
are that your notes will be incomplete 
and you will have to get additional 
information to fill in the blanks. This, 
however, is just the time to do that. 

If you are writing about something 
that you, yourself, do, try to write it 
exactly as you do it. If it is something 
that a member of your staff does, ob- 
serve him, write down what you think 
is a fair description of the task and 
then have the person actually doing 
the work go over it. Very likely, he 
will be able to call your attention to 
some detail that was missed, or to 
some inaccuracy. If more than one 
person does the same thing and each 
one does it a little differently, write 
one good way of doing it. You will 
have an accurate description of the 
task and will be able to teach a new 
employee a good method. He may 
add his own ideas later, but you will 
have started him out right. 

If there are a great many details 
involved in the task, consider how de- 
tailed the description should be. In- 
structions that are too detailed are apt 
to become so voluminous as to be 
tiresome to read. Some _ instructions 
can be verbal, with just a general 
statement in the manual. Not every- 
thing has to be written down. For 
example, in opening the mail there are 
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some obvious types, such as news. 
papers, magazines, orders, etc., that 
are sent to different places. Teach 
these routing instructions orally and 
just write a covering sentence in the 
manual such as, “Open the mail and 
route it to the addressees.” If you are 
responsible for the routing of the mail, 
you will be present to teach a new 
employee the exceptions or details of 
routing the mail. 

Go through this procedure of writ- 
ing up your notes on each task until 
they are all completed. Type your 
rough draft, double-spaced, and put it 
away for a few days. Then read it 
with a critical eye, determining if it is 
well organized, checking the accuracy 
of the descriptions and improving the 
English. 


Use short sentences 


Do not use a humorous or flippant 
style. It should be written in a plain, 
matter-of-fact manner. Since you ex- 
pect the manual to be used often, it 
should wear well. With constant read- 
ing and rereading, witticisms lose their 
barb, and humor wears thin. The 
style should be as plain as bread and 
butter—something that you can take 
every day without tiring of it. You 
well know how soon you tire of sweets 
as a regular diet. 

Try to be clear, using short senten- 
ces and simple words. If a procedure 
cannot be understood, it cannot be 
followed. Follow the basic rules of 
grammar, using complete sentences. 
Use the articles “a,” “and,” and “the” 
as you do in speech, as it makes for 
smoother reading. Use the third per- 
son for descriptions, but use the second 
person for instructions. Examples: 
Description: “The file is composed of 
two parts, quotations for individual 
customers and quotations for standard 
parts.” Instruction: “Sort the incom- 
ing mail into three piles.” 

After you have gone over the rough 
draft, making corrections and improve: 
ments, re-type it, double-spaced, to al- 
low for revisions and growth. 

As far as possible, use the outline 
form, or a numbered sequence. Do 
not, however, make a fetish of the 
form. It is good organization to divide 
the manual into sections listing the 
descriptions and procedures under 
each heading, but content is more 
important than form. 

Use titles of jobs rather than per 
sons’ names. People change, but posi 
tions usually remain the same. Since 
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the titles last longer, the manual is less 
apt to get out of date. 

Describe similar things in a similar 
way. For example, if you are describ- 
ing a series of files, use the same type 
of heading for each, such as: 


“Content” 

“Arrangement” 

“Retention” 

As nearly as possible, use single 
words or short phrases for headings. 
Accuracy is more important than brev- 
ity, though, so use a longer phrase if 
necessary, but never use a sentence as 
a heading. 


Make the form flexible 


Be sure that the form is flexible, so 
that the manual can grow, and so that 
it can be amended easily. A loose-leaf 
notebook is always a convenient form 
to use. A card file is flexible, but it 
cannot be read as easily as a sheet of 
paper, nor can it be carried around as 
easily. If the manual consists of just 
a few pages, they can be stapled to- 
gether and kept in a folder. This is a 
good form in the beginning when the 
manual is on trial. Be sure to date 
each draft and also the final writing. 
This will indicate the development of 
the manual—each addition should be 
dated—and tell you what the most 
recent version is. 


Number the pages of each section 
separately for ease in revision. One 
method is to use a roman numeral 
for each section and Arabic numbers 
for the pages, viz. I-1, I-2, etc. If the 
manual is large enough, a table of 
contents will be helpful. 


Small revisions or changes can be 
written in. This is why it is advisable 
to type it double-spaced. If the re- 
vision is long type it on a separate 
lip of paper and staple it to the sheet. 
When the reading becomes difficult, 
it is time to retype it. It is important 
to enter changes as soon as you become 
aware of their need. A manual is for 
use, not show. To be of maximum 
use, it should be up to date. 

In fact, it is the use that really counts. 
Is it really helpful? As you use it and 
fnd that it works, it will gain in 
authority, even though it was written 
on your own initiative. You frequent- 
ly hear people talk of needing the 
backing of top management to put 
something across, but Terry Beach of 
the National Archives says, “You do 
tot need the formal clearance of man- 
agement—in fact try to avoid it. If it 
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An erring scale <& 
makes figures lie! e} 


Your postal scale may show 6c postage needed 
for a 3c letter. Since it weighs just a shade heavy, it’s 
picking your pocket. On as few as ten overpaid 
letters a day, the erring scale would cost you $75 a 
year! So check up. If your scale is lying, replace it 
with one of Pitney-Bowes’ precision scales. 

This new, low-cost ‘*4900”’ is the soul of honesty 
and accuracy. It weighs mail from 4 oz. to 1 Ib. 
The computer cylinder shows the exact amount of 
postage needed. You cut down the overweighing 
that loses money, and the underweighing that loses 
good will through annoying 
“postage dues.” 

Five other models, include 

=— + parcel post scale weighing 

— _ up to 70 Ibs. Just call the 

nearest Pitney-Bowes office for 

a demonstration, or write for 
free illustrated booklet. 


Mailing Scales 


2994 Walnut St., Stamford, Conn. 


Made by the originator of the postage meter... 
offices in 107 cities in U. S. and Canada. 


Free: Send for a handy desk or 
wall chart of Postal Rates, with 
parcel post map and zone finder. 


Teli 


GOLDSMITH’S 
COMPLETE STATIONERY AND 
OFFICE EQUIPMENT CATALOG ~~ | 


FREE _ 


Send the coupon today for your FREE copy of the fa- 
mous Goldsmith Bros. huge catalog of stationery and 
office equipment — 190 big pages of everything needed in 
every office, from paper clips to furniture, from envelopes to typewriters. 


Since 1886 Goldsmith Bros. America’s largest stationers, has been supplying 
top quality stationery and equipment at money-saving prices to large and 
small businesses all over the country. You buy with confidence when you buy 
at Goldsmith’s. So fill out and mail the coupon today and bring the nation’s 
best stationery store right to your desk. 


Fastest service and complete satisfaction guaranteed. Your money back if 
you are not wholly pleased. Send the coupon and see how it pays to buy at 
Goldsmith’s—reliable, safe, economical always. 


Mail this coupon today for your 
FREE copy of Goldsmith Bros. 
big 1958 stationery and office 
equipment catalog. Everything 
for the office, large or small—all 
at money-saving prices. Act now! 


Goldsmith Bros., Dept. 3-B 
77 Nassau St., New York 8, N.Y. 


Please send me, FREE and Postpaid, copy of your 190 page 1958 
Catalog of Stationery and Office Equipment. 


Name Title 


GOLDSMITH Company Name 
BROS. Conpany tutte 


America’s Largest Stationers 
77 Nassau St., Dept. 3.8 New York 8, N.Y. 


City or P.O. Stote 
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ye Gives Graphic Picture of Your Operations 
Spotlighted by Color 

yr Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Complete price $4g50 including cards 


FREE | ****Wishour Obtigotion 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


Announcing 


“IDEAS FOR 
MANAGEMENT’’ 


An all-new publication, containing the 
papers and case histories presented at the 
10th International Systems Meeting. Eighty 
articles of current interest to Business 
Executives, Controllers, Systems Analysts, 
Accountants, Office Managers. . 


These papers have been contributed by 
outstanding leaders in the management 
sciences and systems field. Some of the 
topics covered are: 

Systems and Procedures in Action 
Latest EDP Developments and Appli- 
cations 

Brainstorming and Creative Thinking 
Work Simplification and Measurement 
Operations Research 

Records Management 

Forms Design and Control 

About 500 pages, size 8 x 11, cloth 
bound, illustrated with charts, exhibits 
and photographs. Published Feb. 1, 1958. 


Price $16.00 


Send orders to 
Dept. B5 


Systems and Procedures Association, 
4463 Penobscot Building, 
Detroit 26, Michigan 
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You Get Things Done With 
Boardmaster Visual Control 


| 
| 
| 


works, it has been informally accepted, 
and that should be enough.” 

Writing a manual and using it will 
bring you growth in the knowledge 
of your own work, growth in your 
ability to write accurately, and growth 
in the esteem of your own staff, your 
fellow workers and your boss; and of 
this esteem we never have too much. 


Security Steel— 
(From page 36) 


are placed in a reference file. In a 
sense these help to promote good 
customer relations; they are available 
for reference when a dealer or cus- 
tomer calls to ask about the status 
of his order. 

g. Customer acknowledgment copy 
is sent to the customer for his informa 
tion, 

10. Sales information copy is sent 
to Sales. 

The tissue carbons used between 
each Kant-Slip sheet are made very 
thin so that information appearing 
on the last copy will be as legible as 


that appearing on the _ preceding 
copies. 
When notice of shipment is re- 


ceived, the billing folder is pulled 
and the tape inserted, once again, into 
the reading unit of a Friden Flexo- 
writer. This time a_ six-part Kant- 
Slip marginally punched, continuous 
form is inserted in the machine. All 
the information that appeared on the 
order is automatically typed onto this 
invoice form from the tape; variable 
information such as freight charges 
is entered manually by the typist. At 
the same time another selected infor- 
mation tape is produced to prepare 
shipping analysis reports and finished 
goods disbursements reports in the 
data processing center. 

In the event of a partial shipment, 
the operator may skip complete line 
items by depressing a key on the 
machine. The amount billed is then 
posted to the billing copy of the 
order and the balance on order also 
noted. The forms are then returned 
to the folder and placed in the open 
file. 

If the order is completed, the 
dealer's original order, the _ billing 
copy and the shipping copy are 
stapled together and placed in a closed 
order file. 

The six-part invoice form contains 
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a statistical copy for forwarding to 
the Data Processing Center along with 
the invoice selected tape; original and 
duplicate invoices; sales, cost account- 
ing and billing department copies. 

Through the use of the “common 
language” principle in our IDP sys. 
tem we have brought manual writing 
down to a minimum. Over 50 per 
cent of the order form is written from 
edge-punched cards, while all the in- 
formation is perpetuated for the invoice 
writing procedure by means of tape. 
The fact that both the order and 
invoice integrated—with 
data area on one corresponding to 
data area on the other—makes_ the 
system practical. 

The overall saving in time and 
effort is tremendous. _ Previously 
each order was typed on a_ separate 
14-part order form. Proofreading had 
to be more detailed because all of 
the information was manually entered 
—thus increasing the possibility of 
transcribing error. A copy of the 
order was placed in a binder and 
when the B/L arrived the copy was 
pulled and a six-part invoice form 
prepared from start to finish. In other 
words, there had to be a_ complete 
retyping of over go per cent of the 
material — and complete proofreading 
again, too. Naturally, with so much 
manual writing there was a_ high 
percentage of transcribing error as 
well as valuable time lost. 

In the event of a partial shipment, 
the copy pulled from the binder had 
to be put back—even though the bind- 
er holes may have been ripped when 
it was first removed—and balances 
posted on the back of the order. 


forms are 


All in all, our previous system re- 
presented time lost by transcribing er 
ror, orders lost because of ripped sheets, 
and extensive checking operations. 
More important, however, it provided 
little or no means for current by-prod- 
uct information. 


Under our IDP set-up we are 
realizing an almost unlimited amount 
of by-product — information—received 
quickly enough to be of effective use 
to management. Through the use of 
a five-digit code put on every order 
we can figure such things as stand 
ard cost gross profit information by 
item, and sales statistical information. 
Information can be figured on 4 
monthly basis where it used to take 
six to 12 months. We are also able 
to sort by product code and _ relieve 
inventory by efficient punched card 
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to processing rather than by manual | cron 
with methods. | rt 2 nn 
and The by-product possibilities, in | SOUND ENGINEERING BY CS-a tos ACOUSTINET 
unt- fact, are still largely untapped. Many - 
; industries, for instance, benefit from a 
mon U. S. Sales Percentage Report by 
sys- Counties which gives overall industry 
iting sales in a particular area. Through 
per the use of our five-digit code and 
from IDP, management envisions a similar 
> in report for the steel furniture industry 
voice which would provide __ invaluable 
tape. sales statistical data. 
ond Our first entry into this field has | 
with taught us that IDP is more than the 
g to purchase of automatic equipment, 
the and to others who plan to embark | 
on a similar installation we should | 
and like to emphasize three important 
ously points: | 
varate 1. Take the time to sell thoroughly Imagine this office before Gates Acoustinets! Nerve shattering! But 
had all affected departments on the merits now so quiet the man in background can telephone . . . Gates 
ll of of the program. They will provide Acoustical Cabinets can do wonders for your office. They stifle the 
tered invaluable aid. harmful ingredients of noise, yet look well and are comfortable. « 
y of 2. Plan each step thoroughly before Watch office efficiency shoot up! ¢ 
F the taking any action. Examine all facets 3 
and of the problem before ordering equip- Write for details. Gite machines, makes, models you use and measurements. * és 
/ was ment, forms, and establishing codes _ = = 
other 3. Most important of all, give con- | 
nplete siderable thought to future expansion 526 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK ; 
f the of the program. P 
-ading A special virtue of our Kant-Slip Se - ; 
much forms is that they are designed to be 
high compatible with any addition we may can increase your present i 
or as want to make to the system. With otal ’ = 
the help of these forms, integrated filing capacity by a 
yment, data processing at Security Steel is ° . 
‘r had a system of the future as well as of | almost 200 To! Rs 
_ bind- the present. z 
ened | ica’s First and F Shelf Filing System with é 
lenees ieee. America’s First and Foremost Shelf Filing System wi : 
T. more more more a 
— (From page 34) FILING CAPACITY RECORD PROTEC- FILING PRODUC- mY 
| ; a Visi-Shelf units are TION — Patented, TION — Visi-Shelf's it * 
ing & quirements and space limitations are available with from light weight Doors _ exclusive ‘‘Facile 
sheets, achieved by drawers and shelves which 7 to 10 Openings available on all Guide Pull” pro- 
ations. hang on suspension slides for inter- salient desived scasieeemlaaans pray Regd " 
ovided changeability. Side pedestals are hung reference ! 
y-prod- from metal tracks under the desk top OVER 4,000 VISI-SHELF 
so they may be moved to various posi- INSTALLATIONS IN ALL 
ye are tions. For those desks requiring typ- ion sat Ge Write today for free 
:mount ing space, a typewriter converter unit INTRODUCTION A catalog and name of x 
eceived is easily attached. Bookshelves and FEW YEARS AGO! nearest Easter. : 
ive use other “convenience pedestals” may be 
use of handled in a similar manner, thereby 
» order creating complete units for separate 
stand- groupings. 
ion by Artistic use of color is apparent in 
mation. desk patterns. One drawer of each is 
on 4 color-keyed to a wall in its particular 
to take area, Each department of the Associa- _ 
so able tion has its own special color scheme. | 
relieve For instance, the school savings area is 
card clothed in brilliant blue walls, with | VISI-SHELF FILE, INC. 225 Broadway, Dept. 8-2, New York 7, N. Y. 
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appropriate desks in this area featuring 
one matching blue drawer. 

Sides of the desks are finished in the 
special walnut recalled in the entire 
woodwork and furnishings of the As- 
sociation’s offices. Desk tops are of 
Formica. Department managers, and 
the secretary and treasurer have walnut 
Formica tops; those of the general 
staff have white. Naugahyde, a hand- 
some new plastic chair upholstery, is 
used in a variety of colors to harmo- 
nize with surroundings. 

Likewise, individual executive offices 
are tastefully decorated. President E. 


a 
g as C. Sherbourne, for example, chose a 
% eee large double contour walnut desk with 
Ee < a knee-space panel of white Nauga- 
a ida hyde. A custom-made credenza, shaped 
= - to conform to the curvature of the 
Cer... 
ae ds 


Recipe for success: 
= ¢ Smart Appearance 


We can’t teach you grace, 
grooming, shorthand or 
typing—but an A.W.FABER 
ERASERSTIK can help you 
turn out beautiful letters 
that will win your Boss’s 
praise, accompanied by. 
promotions and pay in- 
creases, 


With this pencil- 
shaped, white-polished 
‘ beauty you erase without 

| a trace. Woosh—mistakes 


0.S.A.7066 


disappear as you remove 
a single letter without 
blurring surrounding let- 
ters. Pick up a few at your 
stationers today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 


THIN or BLUNT 
ERASERSTIK gives 
you your choice 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 


OR ORIGINALS 
AND CARBON 


. 


RASERSTIK Gia) v8.0. 7099 B 


AW.Faser &RASERSTIK 


& 


| 


‘AM. Faber-Castell Pencil Co. 


Newark 3, N. J. 


wall, is attached to the wall behind 
the desk. It features a pleated Nauga- 
hyde front piece to match the desk 
panel. Mr. Sherbourne’s executive pos- 
ture chair is covered in chestnut 
Naugahyde; the guest chairs, in olive. 

G. G. Roessner, vice president, chose 
a walnut desk with a coral knee panel, 
while guest chairs in his office have the 
“pivot-type” hinged back which flexes 
for comfort, and are upholstered in 
white Naugahyde. 

Between these two offices lies the 
president’s conference area, an informal 
meeting room handsomely decorated 
with a sofa upholstered in turquoise 
fabric and lounge chairs in off-white 
antique leather grouped around a low 
magazine table. 

The board of directors’ room is dom- 
inated by a large, custom-made bow- 
shaped walnut table. Chairs are fin- 
ished in the same rich walnut with 
tapered legs and rounded, upholstered 
button backs and covered in olive 
Naugahyde. The employees’ recreation 
room features modern furniture de- 
signed by Herman Miller Furniture Co. 
Tables are of natural birch with black 
metal legs, and chairs combine criss- 
cross wire construction with brilliant 
blue Naugahyde seat and back. The 
safe deposit lobby, located on the base- 
ment level, is equipped with “Forma- 
tional” two-passenger contour space 
seats for customers, while the booths 
themselves have attractive contempor- 
ary chairs. The massive vault, which 
can be viewed by passers-by from the 
outside of the building, is also located 
on this level. 

The Association occupies four levels 
of the building. The basement area 
houses the safe deposit lobby and the 
School Savings Department. The main 
floor includes the tellers’ area and New 
Accounts Department. Executive of- 
fices and the informal conference area 
are located on the mezzanine, and the 


second floor is occupied by the direc- 
tors’ room, employees’ recreation room 
and the Bookkeeping Department. In- 
dividual and general offices are spa- 
cious, providing enough “elbow room” 
for employees and, should the need 
arise, can be expanded to accommodate 
additional equipment and office areas. 
Upper floors of the building will be 
rented to other firms. 

Of particular concern to Association 
officials was decoration of the area 
devoted to children’s accounts. Here, 
by recreating a little world of fantasy, 
a series of murals and desks of various 
heights catch the childlike eye and 
indicate that a House of Finance 
need not be a coldly formal, adult 
place after all. 

This children’s section is situated 
in a nook on the basement level. One 
wall displays a number of murals paint- 
ed by Harry Devlin, one of the na- 
tion’s foremost illustrators and cartoon- 
ists. These murals depict a railroad 
scene, a family of birds, a locomotive, 
a boy in a flexible flyer helicopter, and 
other representations designed to ap- 
peal to children. Two transparent 
bubbles, reminiscent of the astro-domes 
on World War II airplanes, act as 
separators ‘between the children and 
the tellers. Various-sized desks, where 
various-sized children may sit to 
straighten out their financial matters, 
are placed against an opposite wall. 

It is through such innovations as 
these, that City Federal Savings has 
proved that financial institutions do 
not have to remain addicted to the 
rather solemn and overwhelming edi- 
fices which have housed them for so 
long. The fact that the Association 
was able to accomplish this transforma- 
tion, and still retain the maximum in 
efficiency, comfort and good taste, is 
a tribute to the thoughtfulness and 
care expended during the building’s 
erection. 


the GIRL-SIZE FILE that does 
a MAN-SIZE JOB!... 


Write for prices and complete information. 


_ BANKERS BOX CO. Dept. Q5 
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tters and copies make a clear, sharp 


impression when you spe y. 


BRIEF OR PROPOSAL 


COVERS i 


APPEARANCE 
ADAPTABILITY 
QUALITY 

LOW COST 

. +. THEN SEE SMEAD’S 


NEW ARISTO-CRAFT 
BRIEF COVER LINE 


THE No. 470 LINE 


nd : 
Only by actually seeing them can you appreciate the fe 
ice beautiful new colors, toning and designing of these new 
ul: Smead covers, The “feel’’ of the material will tell you 
t that here is a lasting quality surpassed by none. 
IN Available in six colors, Tan, Brown, Green, Black, Blue 
ed REQ and Red with back coating in matching colors. A pressure- 
t are T sensitive label is furnished with each cover. 
ne es MATERIAL... a one-piece, non-woven cover stock made 
- of new cotton rag fibres impregnated with Latex and 
nt- ee Pyroxylin coated. This processed leather finish Stamps, 
na Embosses, Prints, or Silk Screens with excellent results. 
CONSTRUCTION ._. for sheet size 11” x 8%”. Embossed 
on- border and title panel ... genuine brass, double-tang fas- 
ad . wre and — pire binding holes. Fastener spacing 
” apart — 8%” outside centers. 
MANUFACTURING CORPORATION . 
ive, 0 : Also available with acetate window in the W470 line. 
FACTORY: ili a 
ind LEETSDALE, PA. 1 \ . hi : i SEE YOUR STATIONER for the complete 
ap- 79 Madison Ave. a? Meg 7 a line of Smead covers to fit every need. 0.M. 
ent New York 16, N.Y. me ; cantly y 
401 Wood St. 
ree wih Wand St, | THE SMEAD MANUFACTURING CO. 
564 W. Monroe St. HASTINGS, MINN. - LOGAN, OHIO 
as Chicago 6, III. 
and 
rere 


Visual Control 


' 2 IDENTIFY PHYSICAL ASSETS QUICKLY, 
a mastnetic _ PERMANENTLY, ECONOMICALLY | 


; as 
Phe ™ Systems 
do 
h Put Your 
‘ : - é B H COMPTROUERS t ACCOUNTANT 
edi- aa, business MAINTENANCE SUPERVISORS. 
‘* | Operations PURCHASING AGENTS 
se at Your 
agra Fingertips 
a Here is a modern control system that a 
— makes cards and pegs obsolete. Guaran- F 
ings teed permanent magnetic indicators that 
can be quickly placed and stay put make Interested in accurate records that simplify deprecia- 
= the Maggie Magnetic control system com- tion of equipment for tax, insurance and accounting 
pletley flexible with limitless signalling and purposes? Identify with Serially Numbered “AUTO- r. 
» charting possibilities. You tailor it to your GRAPHS”. Adhesive-backed ...they’re a cinch to - 
individual records. Moreover, it cuts er- mount. Easy-to-read, too, and attractively designed for 
rors, clerical costs and raises efficiency. efficient “out-front” mounting. Just for the records... 8 
Low in cost, too... packaged kits begin your Property Control records ... there is no finer tag! a! 
at $49.50. . 
If you care to know more about Maggie aac ia 
Magnetic and join the a known PROVE IT — 
companies now using it successfully, write TO ME! 
to: COMPANY 
_~oooerere==— Ses STREET 
ao , ape iiae I'm interested in more city STATE 
| / “’ maggie magnetic inc. >, rong a * 
ant 39 West 32nd Street / literature and your CYT imc 
™ _ New York I, New York - we mia a M E. 1 Al ae Ne. 
CRs. cama MASON CITY TOWA, U. S. A. 
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Bassick Casters cost 
less than floor repairs 


Here’s why all good office chairs ride on quality casters — 
Bassick’s, for instance. 
Easy action of Bassick swivel and wheel bearings lets 
casters respond instantly to chair motion. This quick, 
smooth-rolling action prevents dragging...guards against 
marking or scuffing floors. 
Wheel construction of Bassick casters also protects 
floors. New, wider, soft rubber ‘‘Baco” wheel developed 
by Bassick and Firestone engineers lasts longer, won’t 
mark. And use Bassick ‘‘Atlasite’’ solid molded wheels 
on rugs or carpets. 

Smart office managers protect fine floors and save 
money at the same time. They look for Bassick casters, 
a sign of quality on office chairs and mobile equipment. 


THE 
BASSICK COMPANY rx Bassick 
canon: Se, Ree 
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BOOKLETS, BROCHURES | 2a 
FOR THE OFFICE i= PPE 


CATALOGS il == 


ui 


Photographic Papers, Chemi- 
cals 

The Haloid Co., Haloid 
St. Rochester 3, N.Y. 
Twelve-page, two-color bro- 
chure describing Haloid pho 
tographic papers and chemi- 
cals and explaining benefits 
from use various types ot 
papers and_ processing 
binations. 


of 
com- 


(1) 


HLL morcetarnc races 


Carbon Papers, Ribbons 


Kee Lox Mfg. Co., 207 Tremont St., Rochester 1, N. Y. 


Packet containing samples of the Sicun's products and gen- 
eral listing of its carbon paper and inked ribbon lines. 


(2) 


Small Parts Storage Cabinets 

Akro-Mils, Inc., Box 98g, 
Akron g, Ohio. New 32-page 
booklet, This or This, cover- 
ing small parts storage prob- 
lems and methods, including 
work simplification study re- 


sults and case histories. (3) 
Wardrobe Racks 
Vogel-Peterson Co., 1127 W. 37th St., Chicago g. Bro- 


chures detailing the Office Valet, Checkerette and Decorator 
(4) 


wardrobe rack lines. 


HORIZON 


Movable Wall Systems 

E. F. Hauserman Co., 7516 
Grant Ave., Cleveland 5. Full- 
color, 6-page brochure out- 
lining the firm’s “Horizon” 
system of movable interior 


walls. (5) 


+ HAUSERMAN 


Organization Charts 

Management Control Charts Co., Div. of American Sign 
O’Type Products Co., 1731 N. Wells St., Chicago 14. New 
16-page catalog illustrating the firm’s line of Coffield Ever- 
lasting Interchangeable Organization Charts. (6) 


For further information, use Reader Inquiry Card on 
page 90. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE | 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy 


WANTED: PITNEY BOWES POSTAGE Meter, automatic 
feed, late model, A-1 condition. Hospital Picture Service, Red 
Bank, New Jersey, Sh 1-1122. 


unin cn 


FOR SALE: ADDRESSOGRAPH MODEL F?2, serial num- 
ber F2E-REC-424 with drawers and frames. Roesch-Zeller 
Inc., 505 North MacArthur Blvd., Springfield, Il. 


FOR SALE IN GOOD working condition-Kimball 75 Tag | 
Marker $700. Remington Rand Model 2 integrated chain- | 
store Punch Card system (keypunch, sorter, interpreter, tabu- | 
lator) 2500. OM 280. 


WANTED TO BUY (and for sale) NCR 31, 32, and 2,000 
class models, NCR Cash Registers, Underwood Model E, | 
Burroughs Sensimatics and Class 7 Multiplying Models, Graph- 
typers, Addressographs, Calculators. Send complete descrip- | 
tion and best cash price. Al Steen, 324 No. Vermont, Los 
Angeles 4, Calif. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OFFICE MACHINE SALES & Service, Miami, Fla. Gross 
$50,000! A-1 equipment. Also brokers contr. print. Top ac- 
counts! $27,500. Dept. #8499, Business Mart of America, 6425 
Hollywood, Los Angeles 28, Calif. 


BUSINESS SERVICE CALIFORNIA. Steno. & Trans. Es- 
tablished accounts. Growing opportunity. Court house loca- | 
tion. Good parking. Dept. {B24467 Business Mart of America, 
6425 Hollywood, Los Angeles 28, Calif. 


WILL BUY AND SELL—AIl makes calculators, adding ma- 
chines, bookkeeping machines and other office machinery. Give 
us full specifications and serial numbers—model number if 
possible. We’ll quote highest prices. International Office Appli- 
ances Inc., 326 Broadway, New York. 


HIGHEST PRICES PAID for used Bookkeeping Machines, all 
makes, Burroughs, Sensimatics, N.C.R. 3000, 3100, Rems, E. | 
Fisher, Underwood, Brandt Coin Machines. Advise full model 
and serial numbers for our quotations. L. A. Pearl Co., 140 
W. 42nd St., New York 36, N. Y. | 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- | 
lems such as Payroll, Accounts Receivable and Inventory | 
Control for electronic computers. Send for Free information | 
describing our Home Study Course “Programming for Business | 
Computers”. Business Electronics Inc., Educational Section 
420 Market Street, San Francisco 11, California. 


ae | 
| 
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welcome your 
heart fund 


volunteer 
© 


FEB. 23rd 
HEART SUNDAY 


FEBRUARY 1958 


Today's offices demand top efficiency. 
That's why more and more offices use 
Eureka Duplisnaps for multiple mail- 
ings. After all, a typist, a typewriter 
and Duplisnaps give you a complete 
addressing department — at low cost. 
Handle the carbon-interleaved Duplis- 
nap set once, slip it in a typewriter, 
type the addresses, snap the sets apart, 
and the job is done. You have up to 
six sets of neat, clear, perfectly aligned, 
strongly gummed addressed labels. 


To learn more about Duplisnaps and 
how they can help you—write for your 
free copy of “Speed Your Mailings.” 


® Reg. T.M.—U.S. & Canada 


EUREKA SPECIALTY PRINTING CO. 


524 Electric St. - Scranton, Pa. 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 89 
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ae Fake | : OFFICE MANAGEMENT 

fii. | IN FO RMATIO N This service ts provided for the con- 

el 4 5 venience of Office Management Exec- 

- utives in obiaining complete informa- 


tion on the products advertised in 


: e oe this issue. Advertisements are identi- 

fied by their respective page numbers. 
‘ = - Cli E Fractional page advertisements are 
: further identified by the initials of 
.. the advertiser. 


On New Products 
a Simply circle the 


respective numbers 


Obtain New Catalogs 
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mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 
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achiries— 


Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine pressboard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain cloth. 
Your stationer will supply you. Ask him. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Aceobind Folder, 
insert a new Acco 
Fastener and the 
Polder is ready for 
another year's filing. 


ACCOBIND folders 
ACCOPRESS binders 


PIN-PRONG binders 
(fer marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Corporation 


Ogdensburg, N. Y. 
Im Canada: Acco Canedion Co., L8d., Toronto 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 90 9T 
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editorial 


Our third Yearbook issue 


NEXT month we will publish the third edition of our Annual Yearbook Issue, which 
was first published in 1956 in place of our regular January issue, and immediately 
proved so popular that it was made a supplementary issue, published in March, last 
year. 

Our aim in the Yearbook is to pause, to take stock of the events of the past year— 
and, as much as we can, of those expected to occur in the New Year—which are of 
particular significance to the office. 

In addition, we present in the Yearbook a review of the current equipment avail- 
able to speed the office’s work, and outline the uses of this equipment. Stories on the 
six offices chosen as outstanding in our “Office of the Year” Award competition are 
also incorporated in the issue, as well as a calendar of all major management events 
scheduled during the current year. Thus, we make the Yearbook serve a dual func- 
tion—as a book of the year, carrying within it all that is most important in our field 
at the time of its publication, and also as a reference, a guide to equipment, to new 
and important office ideas, to significant meetings and conferences. 

We believe it’s a good mixture, combining in sound proportions the long, re- 
flective look, and the need for immediate, practical applications which are typical 
characteristics of the audience we serve. For the office administrator must plan for 
the future, with a knowledge of the past; he must also be the immediate operator who 
can solve present problems as they present themselves. We try to build our Yearbook 
on our understanding of that dual role, and the importance of each of these characer- 
istics. We hope—and believe—you will find next month we have succeeded. 


OFFICE MANAGEMENT 
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BET:cR BU.LT "OR 
BETTER BUSINESS 


sit down and relax! 


(IN THE MOST COMFORTABLE CHAIR YOU'VE SEEN) 


While seated comfortably, cast an eye on the distinctive 
ASE desk in Ebony, with Beige Formica Top. 


Note the handsome credenza units against the walls. 


Here’s modern efficiency at its very best. 

Everything out of sight but within easy reach. 

Feel relaxed now? You will in this chair. . . . provides 
perfect support, yet lets you work entirely at ease. 


See your ASE dealer for office planning service: ie mucuriees Ciena 
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There’s safety in the shine 


if there’s Du Pont Ludox” 
in the floor wax 


Her hurried steps across highly polished floors are safer steps 
because there’s “Ludox”—Du Pont’s anti-slip ingredient — 
in the floor wax. Tiny, transparent “Ludox” spheres in 
the wax exert a “snubbing” action on every footstep 
...arrest the foot’s forward motion. .. give 
the foot positive traction. 
Have your maintenance man insist 
on a floor wax that combines safety 
with gloss and water resistance — 
a floor wax properly formulated 
with Du Pont “Ludox.” E. I. 
du Pont de Nemours & Co. 
(Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. 


For safety underfoot, 
specify floor waxes containing 


LUDOX’* 


COLLOIDAL SILICA 


Better Things for Better Living 


through Chemistry 
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